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*Staff should review all parked tasks the first thing each morning to ascertain if any may be
completed.

APPLICATION REQUEST
Application processing can be initiated by:

1. Accessing and completing the On-line application through the FSSA Website and
submitting the signature page by mailing/faxing it to the Document Center/Local Office.

2. Calling 1-800-403-0864 and requesting that an application be mailed.

3. Calling 1-800-403-0864 and completing a screening with the Call Center. If eligible for
expedited service, anext day interview appointment will be scheduled at the Local Office
in the applicant’s county of residence.

4. Submitting a paper application to the Local office or by sending an application by mail/fax
to the Document Center.

1.0 Assisting the Applicant with Screening and/or Application Upon Request

If client is unable to complete the application and/or screening without assi stance and requests
help from Local Office staff, staff should follow the online instructions with the client to aid in
the completion of the screening and/or application. Below is a guide when assisting the client.

Step Assisting the Applicant with Screening and/or Application Upon Request

1 Applicant will select “ Start Here” for the English version or “Version en Espanol for
the Spanish version.

For Help with
¥ Food Stamps

¥ Cash Assistance
v' Health Coverage

Start Here

Version
en Espaiiol




Step

Assisting the Applicant with Screening and/or Application Upon Request

From the Welcome page the applicant may select either the“ Apply for Benefits’ link
to bypass the screening or the “ Screen for Services’ button.

WE Lan Help You ana Your Famiy

Welcome

We can help people who live in Indiana find out if they might be able get:
O child care assistance

O child support benefits

O Social Security

O Disability benefits

O EBT

O More benefits

Food Stamps Cash Assistance Health Coverage

By completing the self-screening questions, you can find out if you may be able to get help from the State of 1
Click on the button Screen for Services to start

Food Stamps, Gash Assistance and Health Coverage

If you want to check the status of an application online you have already submitted or the status of benefit tk
receive click Check Case Status

Already receiving benefits and have a change to report click Report a change

If you have already started an Online Application, click an apply for Benefits to continue, complete and submit
application. If you wish to apply without completing the self-screening questions click Apply for Benefits

Healthy Indiana Plan (HIP)

If you wish to obtain an application for healthy Indiana Plan without completing the self-screening questions cl
Apply for HIP

The answers you give are secure and will bhe kept private
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Step

Assisting the Applicant with Screening and/or Application Upon Request

Print Application:

If the applicant is unwilling/unable to complete the screening and chooses the “ Apply
for Benefits” link.

Food Stamps Cash Assistance Health Coverage

By completing the self-screening questions, you can find out if you may be able to get help from the State of Indiana.
Click on the button Screen for Services to start

Food Stamps, Cash Assistance and Health Coverage

If you want to check the status of an application online you have already submitted or the status of benefit that you
receive click Check Case Status

Already receiving benefits and have a change to report click Report a change
If you have already started an Online Application, click an Apply for Benefits to continue, complete and submit that
application. If you wish to apply without completing the self-screening questions click| Apply for Benefits

Healthy Indiana Plan {HIP)

If you wish to obtain an application for healthy Indiana Plan without completing the self-screening questions click
Apply for HIP

[ Cancel | [Screen for Services |

They would indicate the program(s) for which they wish to apply and select the “ Print
Application” button.




Step

Assisting the Applicant with Screening and/or Application Upon Request

/3 FssA - wrMS Apply for Programs - Micrasoft Internet Explorer T
Fle Edt Yiew Favorites Tooks Help | I

eﬁatk - o - B @ ih|/[,355arch ﬂ?FavnntEs @‘ 8' ,; - |_J % ﬁ

Address [{€] https:/{s990atapoL.iem.local:11213(HC55Applicationfen_USJEM_selectProgramsForBenefitspage.do

Apply for Programs Help |

The programs already checked are those which one or mare people may be able to get, based on the screening
results, If you do not want to apply for a checked program, click on the box to remove the check mark. If you want to
apply for a program that is not checked, click the box next to the program.

Please call Indiana Family and Social Services toll free at 1-800-403-0864 between 7 am - 7 pm EST if you have any
guestions.

To apply for Food Stamps, Cash Assistance or Health Coverage, click Print Application, Mail Application or Apply
Online.

If you wish to obtain an application for healthy Indiana Plan without completing the self-screening questions click
Apply for HIP

If you do not wish to apply, your screening answers will not be saved when you click Cancel.

Please select the programs you would like to apply from:

O Food Stamps
r Cash Assistance(TANF)
O Health Coverage(Medicaid)

(_cancel | (Mail Application | [ Print Application | [ Apply Online |

|

[&]one [T & [ meermet
' start| ] Fs5a - WEMS work Q.. | £ work Instructions | [ microsoft Excel - UAT ... | B 1-8 wiork Instructions.. |[ & Fasa - wems apply.. (71| S [ % =)@ (W@ s:zopm

Then complete the name and address fields and click on the “Print Application” button.

Then click on the “Finish™ button. When the actual application appears they should
click on the printer icon in the upper left hand corner of the screen. The applicant
should then sign at least Section A General Information page one of the application and
submit it to protect their application date, or manually complete all hard copy pages
and submit the completed application.

Applicant chooses “ Screen for Services’.
The applicant should select the “ Start” button.
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Step

Assisting the Applicant with Screening and/or Application Upon Request

7 screen for Services - Microsoft Internet Explorer provided by FSSA - State of Indiana 81|
File  Edit Wiew Favorites Tools  Help | ﬂ.
N ( e z i -
@Back [} ) @ @ \r_b|pSearch MFavontas ®| B =1 |.'V_;| ﬂ .‘ﬁ
Address IE https: [f=990lpap0Z2,iem. localfHCSSApplication/en_US{External_englishMewlserstartingPage, do? _o3rpu= j Go | Links **
Cash on hand or money N a bank accolnt |

Income from a job or training
Payments for adult or child care
Unearned Income such as Social Security, 551, child support,
unetmployment benefits
- Benefits you get now or have gotten in the past
(for example, Medicaid, Medicare, Social Security, veteran's henefits, etc.)

- Medical information related to you and the people who live with you

What Happens When I am Finished?

After you answer the questions, you will know if you might be able to get Food
Stamps, Cash Assistance, or Health Coverage. Please remember that this is a basic
screening tool, not a final decision about whether you can get these programs. You
can choose to apply at any time even if the screening results show you may not be
eligible.

For the State to decide if you are eligible to receive benefits, you must
complete and submit an Indiana Application for Assistance. Follow the steps to
Print and Mail your signed application to begin the application process. Instead of
printing and mailing the application, you may want to follow the steps and apply
online.

(Cancer]) (Sars ) | &
i .

@ Done lililil_’—é_l° Internet:
IBStartl |3 Wark Instructions | ‘wirk Instruckions ... | E Microsoft Excel ||@ Screen for Servi.. |J% % Eg % !@ 10:50 AM

The applicant should navigate through the Screening Tool. Screening will be
completed when the “Results’ screen appears.

Note: not al questions require aresponse, and if applicant prefers not to respond to a
particular question, they may continue to the next screening page by selecting the
“Next” button.

Applicant reviews the “ Results” screen. If the applicant wishes to apply for assistance
they should select the “ Apply for Benefits’ button.




Step

Assisting the Applicant with Screening and/or Application Upon Request

2} FSSA - WFMS Results Bob Jones - 9000032090 - Microsoft Internet Explorer provided by FSSA - State of Indiana

File Edit Wiew Favorites Tools  Help

eBack - ev @ @ (h|pSearch *Favantas ®| B' ,2; ] - |_J ﬁ 33

Address IE https:;‘.l’sggﬂatapﬂl.iem.local:11213;’HCSSAppIication,l’en_US,iISS_IistE\igibiIityResuItPage.do?casaID=9002513364&_03rpu=]j Go | Links **

Individuals Potentially Eligible for Programs Listed Below
Program Names

Fams Sizmps Bob Jones (May be Eligible for Expedited
Processing)

Healthy Indiana Plan Bob Jones

Individuals May Not be Potentially Eligible for Programs Listed Below

Prograrm
Medicaid

Cash Assistance

Apply for Programs

If wou wish to request or print an application Apply for Hip
for Healthy Indiana Flan, click:

If you wish to apply for Food Stamps, Cash Apply for Benefits
Assistance and Health Coverage, click:

-
L4 D
@ l_l_l_l_’—é_ £ Internet
Qstartl |3 Wark Instructions ”@ FS5A - WFMS Re... E Microsoft Excel | ‘Work Instructions ... | |J$ % EQ @,! E @ 11:20 AM




The system navigates to the “ Apply for Programs’ screen.

Apply for the Selected Programs

ood Stamps
ash Assistance (TANF)

ealth Coverage (Medicaid)

[Cancel][ Print Application ][ Mail Application ][ Apply Online ]

The applicant should confirm/indicate which program(s) they are interested in applying
for by clicking the appropriate checkbox next to each program.




Applicant choosesto apply online.

If the applicant chooses the option to apply online they may click on the “ Apply
Onling” button.

Apply for the Selected Programs

Programs
[] Food Stamps
Cash Assistance (TANF)

[] Health Coverage (Medicaid)

ICanceI] [ Print Application ][ Mail Application ] [( Apply Online ]

If the applicant selects“ Apply Onling” the system will display the Print Application
page. They should complete the page; select the “ Apply Online” and “Finish” buttons
to complete the online application.

Please remember the Confirmation Mumber for further communication or questions, or to track your applicatio
Indiana Family and Social Services.

After you see the application, please review and update the information if necessary.

Confirmation Mumber: 9000037719

FSS54 Document Center
PO Box 1810

Marion, Indiana 46952
Phone & Fax
1-800-403-0864

Please call Indiana Family and Social Services toll free at 1-800-403-0864 between 7 am - 7 pm EST if you h
questions,

Please click the Finish button to Apply Online.,

Print or write down the Confirmation Number, in case, the applicant will need to return
to the online application at alater time to complete or change an unfinished application
prior to submitting.




Print Application
Please enter the following information including the name and address for the person who is applying.

Mote: all items marked with a { + ) need to be answered to complete screening.

application’s Personal Information

*First Name: |

Middle Iritial: |

*Last Name: |

Date of Birth{MM/DD/ Yy ): |

Sex: IFemaIe vl

_Returning User? Enter confirmation Number: l

Applicant Address

*addressi:

Address2:

*City:

*gtate: |Indiana j

|
|
Apartment: I
|
|
|

#Zipcade:

(< Back to Previous | [ Cancel | [ Apply Online |

Then complete the “Indiana Application for Assistance” driver that appears.
[ <Back | [ Continue with the Application | [ Apply Now |
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10.

After completing the “Indiana Application for Assistance” the “Finish Application
Request” page will appear. The Number to appear on this page will be used asthe
Application Case number.

Thank you for requesting to apply for Services with the Family Social Services Administration (FS3Sa) for the S
Indiana. Please review the Application information you have supplied to us and print the Application by selectit
Print &pplication button below, If you would prefer to receive your application via the mail, please click the Se
the application button below,

The instructions for submitting your application is contained in the packet produced when you either select to
receive the application via the mail; however, you may review the instructions online if you prefer by selecting
review the instructions link abowve or by clicking the option on the Navigation Menu on the left side of your s

Please remember the Confirmation number for further communications or questions or to track your application
Family and Social Services Administration (FS5A).

Confirmation Number: 0000037724

You will have 30 days from the time you applied on-line or until we receive your application to use this confirr
number to modify your application request.

If wou have any guestions, please call us toll free at 1-800-403-0864 between TFam - Tpm.

11

From the “Finish Application Request” screen the applicant will have a choice to
“Print Application” or * Send me the Application”. The applicant would review the
hard copy application, sign, and submit by fax, mail or to the local office. An
Application Document Cover Sheet is printed with the application to accompany any
documents that are sent separately.

Print Application

Choosing this option will download a POF {Portable Document Format) file on your machine. ¥ou will be able tc
this file using Acrobat Reader and print it to your local printer. Generation of this file might take several minut

Print Application
Receive Application via Mail

Please select one of the following location(s) where you will like this application mailed and then click the Ser
Application button,

[ Send me the Application |

12.

Applicant choosesto “Print Application” bypass screening and the online
application.

If the applicant chooses the option to print the application, click on the“ Print
Application” button.




Apply for the Selected Programs

Programs
[] Food Stamps
Cash Assistance (TANF)
[] Health Coverage (Medicaid)

ICanceI I Print Application D[ Mail Application ][ Apply Online ]

13.

If the applicant selects “ Print Application” the system will display the “Information
needed to send to Family Assistance Office” page. They should complete the page;
select “ Print Application” and “Finish” to print the bar coded application. The
applicant should sign and submit the application to the local office. An Application
Document Cover Sheet is printed with the application to accompany any documents
that are mailed/faxed separately.

14.

Application submitted to the L ocal Office.

The Local Office will date stamp the documents upon receipt. If Food Stamps are
chosen, the application must be screened for expedited service by reviewing the
expedite questions completed on the application.

If the applicant is not expedited the application and the A pplication Document Cover
Sheet with any verifications provided will be faxed to the Document Center
immediately. The applicant will receive a scheduling notice in the mail, if an interview
isrequired.

If the applicant is expedited the Local Office staff will schedule an appointment for the
same or following business day and provide the applicant with a*“Notice of Interview-
Appointment” before they |eave the office. Note: if the interview is scheduled for the
following business day the hard copy application should be retained in the office until
the scheduled appointment time.

12



2.0 Scheduling an Expedited Application Received at a L ocal Office

If yes to Food Stamps and expedited interview, the application should be processed at the Local
Office. If not, the application should be faxed to the document center immediately (same day it's
received) for processing.

Steps

Scheduling an Expedited Application Received at a L ocal Office

1

Sear ch results show Case Type:
REFER TO (INSERT HYPERLINK) SEARCH INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.4.6
Search for the applicant in WFM S to determine if the submitted application may be a
duplicate and/or the applicant’s “ Satus’. The status of an applicant’s application (ex:
5000000000) or case (ex: 1000000000) will appear in the last column of your search
results.

Case Type - Screening or Application

Application

v’ If after the search of WFM S is made and there is a current application for the
applicant with a“ Satus” indicator which is blank, click on the “ Case Number” link
to go to the “ Application Case Home” pageto verify the status.

# If the application has a status of “ Submitted Online”, complete the following.
(*Note: an application with a Submitted Online status will not allow you to
push information through AR into ICES. Therefore, the application’s status
must be changed to “ Submitted-Valid”.)
=  Fromthe “Application Case” Home page,

o Click on Membersin the Left Navigation. Enter all member information
required to successfully complete AR in the datafields including
program choice(s), the applicant’ s Date of Birth, gender and click on
Save at the bottom of the screen. *Note: ALL members must be
entered into the WFM S before Send to AR is selected. Otherwise,
clearance issues may arise.

= Click on Home in the Left Navigation to return to the “ Application Case”

Home page,

e Click onthe“Edit” button at the top

e Onthe“Modify Application Case’ page change the “ Application

Satus’, by clicking on the drop down box and selecting “ Submitted-
Valid”

Add the township information

Enter preferred language

Note the type of health coverage if Medicaid is requested and

Click on “Save” which will return you to the “ Application Case Home"

page

Standard
o |f the application has a Status of “Pending”, click on the “Case Number” link
to access the “ Application Case Home” page. If after the search of WFMSis
made and the current application has a Status of “Open/Conditional”, schedule

13




Steps

Scheduling an Expedited Application Received at a L ocal Office

the appointment and reference section 5.0 Add a Program Applicant K eeps
I n-Office Scheduled Appointment below for instructions to process the
application.

e Schedule aninterview(s) on CSOAS - Client Scheduling Appointment
Scheduler following expedited scheduling rules, the applicant will be
scheduled for the same or next business day.

CLIENT SCHEDULING
APPOINTMENT SCHEDULER

45 RECIPIENT b
BEGIN DATE:

OINTMENT .
POINTMENT (LOG IN)

T ENTERED

Screening
If the search results show the CaseTypeis Screening and the client is submitting a
completed hard copy application, the Application Case has not been created in WFMS.
e Createthe Application Case by clicking on “Create Application Case” from the
User Home page.
o Follow Steps6 — 12 of 3.0 Applicant Keeps Scheduled Appointment
(INSERT HYPERLINK TO SECTION 3.0 STEP 6) to create the WFM S
Application Case prior to scheduling.

From the Application Case Home page, under the Options cluster, click Send AR

2.
Information to ICES. Edit message will appear. Click on Close.
Send AR Information to ICES
3. Navigate to ICES. Enter TRAN: ARLD; PARMS: WFMS Application Number.

14




Steps Scheduling an Expedited Application Received at a L ocal Office
INEXT TRAN: ARLD PARMS: 9000229082
The WFM S will attempt to push all of the application information through the AR
driver flow in ICES. When the AR data has successfully been entered into ICES, the
message, “AR LOAD COMPLETE" will appear. The ICES application number will
display inthe TRAN field if WFM S successfully pushes all datathrough AR. Take
note of the | CES application number for scheduling pur poses.

4. Complete screen ARIS —Individual Statewide Clearance List, if necessary. For an
exact match, place an “X” in the select column and hit ENTER. The next individual
will display and the same process is repeated until all individuals have been cleared.
il 8l | 1l ] s i) iz v

ARIS INDIVIDUAL STATEWIDE CLEARANCE LIST
COUNTY: 49  APPL NBR: 3000341275  WORKER: T49704
SSN FIRST MI LAST SUF  DOB
310882225 HOMER SIMPSON 05231973
S FIRST MI LAST SUF DOB S RST
3 0199 HOMER SIMPSON 06012002 M W A
HOMERR SIMPSON 12121960 M W A
29 HOMER SIMPSON 08191971 M W A
5 HOMER SIMPSON 06121957 M W A
HOMER SIMPSON 10011920 M W I
HOMER SIMPSON 01011993 F W I
PFL17: ARIR (NO SELECT); PF20: TOP OF LIST; PF22: NEW INDV; PF23: AEIPC
NEXT TRAN: . . PARMS: :
: o [T [ e e—— [ Ye—— [P P
5. Complete screen ARCR — Statewide Clearance Results, if necessary. If an

individual is known to ICES, use the inactive case number containing the most
current/correct information. Reset the case number on ARCR if a more appropriate
case number is available. A listing of File Clearance Failure Reason Codes can be
accessed by entering TRAN: RFDI; PARMS: TSCF.

15




Steps Scheduling an Expedited Application Received at a L ocal Office
Dlslal o] (e 3 ] v _ele] iz v
ARCR STATEWIDE CLEARANCE RESULTS 0 )7 08:37
COUNTY: 49  APPL NBR: 3000341275 WORKER: T49704 4 A TEST/ROGER
CASE NBR: SCREENER: T49704
CURR/ CLEAR RSN
SEL  FIRST MI LAST SUF  SSN KNOWN CASE ST FH  STAT CDE
HOMER SIMPSON 310887725 0 N  FAIL 01
PF16: ARAD PF17: ARIR PF18: ARIS PF20: TOP LIST PF21: RESET CASE
NEXT TRAN: _ _ PARMS:
). 1
REFER TO (INSERT HYPERLINK) CREATE A TASK
Volume 7 Common Processes — Section 3.11.1.2
6. Duplicate Rid: should a duplicate RID be discovered, aUser Defined task with a same
day deadline will need to be created and sent to the “ Problem Resolution” queue to
resolve the duplicate RID. REFER TO CREATE A USER DEFINED TASK
(INSERT HYPERLINK) SECTION 3.11.1.3.
The application should be retained, notes entered into WFMS (if CLRC not available)
detailing the events and an appointment to interview the applicant should be scheduled
(see Step 13 & 14) for two business days in the future, if unable to continue.
7. View screen ARPC — Prior ContactsList, if necessary.

16




Steps

Scheduling an Expedited Application Received at a L ocal Office

L ICES - EXTRAID Enterprisn 2000

Fle £t vew Took Seison Opters Heb

Ole(8) 8] - [+ [el5 3] %) GI8]_o|e) 2IFlu] v

ARPC PRIOR CONTACTS LIST
COUNTY: 49  APPL NBR: 3000341275

INDIV NUM FIRST MI LAST SUF  SS ) R
300074762099 HOMER SIMPSON 310882 231973 M W

PROGRAMS IDENTIFIER  STATUS BEGIN END COUNTY
APPLCN REGISTRATION 3000341275 PEND 06/15/07 49

NEXT TRAN: . . PARMS: .

o

irs o 3000 - | e 0 ot At
B il T T T T B .| B | Bt Elrpepnn. [T 5 s o 00 | | 2yt .BooEBm sam

Complete/review screen ARCP — Choice of Programs, if necessary for al household
members.

17




Steps

Scheduling an Expedited Application Received at a L ocal Office

L1 ICES - EXTRAND Enderprisn 2000

;:Iﬁlwﬂm m;"mlgjmﬁﬂ_-lglﬁﬂi |
ARCP CHOICE OF PROGRAMS 06/15/07 _
COUNTY: 49  APPL : 3000341275 WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 06/15/07 STATUS: PEND
ALL LISTED INDIVIDUALS APPLY FOR CASH, MEDICAL, FS:

INDIVIDUAL CASH,MEDICAL,FS CASH MEDICAL FS MA ENROLL
1 HOMER S N Y N N

NEXT TRAN: PARMS:

e |

Compl ée screen ARAS— Application Scfeening, if not. aready completed.

COUNTY: 72 APPL NBR: 3000136527 WORKER: Wo9181 T
TEST/HEWET

APPL DATE: 07/02/03 STATUS: CA SCREENER: DNT052
1. ISANY INDIVIDUAL A MIGRANT OR SEASONAL FARM WORKER? N
IFYES,

WILL YOU RECEIVE INCOME FROM YOUR FORMER EMPLOY ER AFTER
TODAY?N

WILL YOU RECEIVE MORE THAN $25 INCOME FROM Y OUR NEW
EMPLOYER

WITHIN 10 DAYS? N

WILL YOUR LIQUID RESOURCES, SUCH AS CASH, CHECKING/SAVINGS,
BE $100

ORLESS?Y

18




Steps

Scheduling an Expedited Application Received at a L ocal Office

2. ARE YOUR MONTHLY RENT/MORTGAGE AND UTILITIESMORE THAN
YOUR GROSS

MONTHLY INCOME AND LIQUID RESOURCES? Y

3. ISYOUR GROSS MONTHLY INCOME LESS THAN $150? Y

4. ARE YOUR LIQUID RESOURCES,SUCH AS CASH CHECKING/SAVING
ACCOUNTS,

$100 OR LESS?Y
B65 - EXPEDITE FOOD STAMP INTERVIEW

10.

Schedule an interview(s) on CSOAS — Client Scheduling Appointment Scheduler
following expedited scheduling rules, the applicant will be scheduled for the same or
next business day.

Reminder to use PF17 to search the next appointment when applicant declines the first
available appointment.

CLIENT SCHEDULING
QFFICE APPOINTMEMWT ZCHEDULEE

RECIPIENT MER:
BEGIMN DATE:

11.

From the Left Navigation click on Correspondence to provide the applicant with a
Notice of Interview/A ppointment.

REFER TO (INSERT HYPERLINK) CREATE CORRESPONDENCE IN
Volume 7 Common Processes Send Notice — Section 3.11.4.3

19




Steps Scheduling an Expedited Application Received at a L ocal Office
Create Correspondence
addresses Type: |Third Party j
If Address Type is Participant, select the Member Name
Addresses Marme: I 'I
If Address Type is Third Party or Authorized Representative
Addressee Marme: |
Enter Address Details for Third Party or Authorized Representative. Information is optional for Pa
asddress Line 1: I
&ddress Line 2: |
City: |
State: I j
Zip: |
Select The Participant This Correspondence Is In Regards To
| S ———————
fMember Name: |LAURA BUSH 7]
[ save |[ Cancel |
12. Left click on Home in the Left Navigation and under the Options cluster, click
Completed AR in ICES Then left click on Close.
Completed AR in ICES
13. From the Left Navigation click on Review Application Checklist to complete the

checklist indicating “ AR Completed at Help Center” . Then left click on Save.

20




Steps Scheduling an Expedited Application Received at a L ocal Office
u-lmne
Review Application Checklist: James Smith - 5000000001 ?
= : Read Previous Checklist Read Current Checklist Create Checklist
8
O Type:  Review Application Checklist Status: In Progress
g
Complete  MiA  Checklist tem
© — Application Contains Name, Address, Signature and at lzast one program choice
g r File Date entered correctly or has been corrected.
O Assets I— I— Mame and data on scanned application match Workflow Management System pre-
O Eamed Incomes. entered data, or data corected. (WA Only for Redeterminations)
O Other Incomes r Search conducted to determing if individual{s) knawn fo system
O Expenses.
O Motes r T Reconcied individual(s) found in search with similarisams name or same SSN
O Comespondence r r Member{s} on application islars currently active in ancther ICES case — Cant Check
O Tasks this as Complete and “Add a Program Cnly” as Complete as well
|- I- agp“f:a&uanl;r .or Di;a‘giﬂy ine if program req or acfive is for Nursing
r r sk L it = d for pro: g
- — [ AR Completed at Help Center ]
r Data Collection (& required State) Interview scheduled s appropriate
[l Il Add & Program Only
14. Left click on Home in the Left Navigation and click Notes from the Left Navigation.
O Expenses
O Notes
O Communications
The WFM S will navigate to the Notes Page.
15. Click New.
The WFM S will navigate to the Create Note Page.

16. Enter case notes regarding the application and any actions taken (i.e. appointments
scheduled and missed, information modified, information pertinent to processing the
application, applicant declining first available appointment etc.). Click on Save.

17. Click Home from the Left Navigation.

O Expedited Food Stamps

O Documents

The WFM S will navigate to the Application Home Page.

21




3.0 Applicant K egps | n-Office Scheduled Appointment

The applicant may have been scheduled by either the Call Center or Local Office staff, 1) dueto
being entitled to an expedited food stamp appointment, 2) because they have no telephone or 3)
because they requested an in-office interview. All scheduled appointments for the Local Office
are displayed on CSODA. Local Office staff should view CSODA periodically throughout the
day as additional appointments may be added.

Note: Every application must have a WFM S application case cr eated

Steps

Applicant K eeps Scheduled Appointment

1

REFER TO (INSERT HYPERLINK) SEARCH INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.3.6

A signed copy of the following must be submitted to the local office, or viewablein
WFMS, before a non-redetermination Food Stamp interview takes place in the local
office.

The last page of the “Notice Regarding Rights & Responsihilities’ indicating that
the applicant has received and understands the “ Notice Regarding Rights &
Responsibilities’.

Section A of the“Indiana Application for Assistance” indicating the applicant’s
name, address and program choice.

Section D of the " Indiana Application for Assistance” indicating the applicant’s
Authorized Representative(s), if applicable.

Section L of the “Indiana Application for Assistance” indicating the applicant’s
Assignment of Rights (if applicable), their agreeing to Food Stamp Work
Registration rules (if applicable) and/or Voter Registration choice.

Search for the applicant in WFM S to determine their status.
v’ If after asearch of WFMS is made and the applicant’s “ AG/Case Type” appears as

“Sandard Case” and all of the above signature pages have been submitted (hard
copies available or documents viewable in WFMS), reference section 5.0 Add a
Program Applicant Keeps I n-Office Scheduled Appointment (INSERT

HY PERLINK) below for instructions to process the application. . If the
application is viewable in documents and the signatures listed above have not been
obtained print the application and obtain signatures.

If after asearch of WFMS is made and the applicant’s “ AG/Case Type” appears as
“Application Case” and the above signature pages have been submitted (hard
copies available or documents viewable in WFMS), begin at Step 25 below. If the
application is viewable in documents and the signatures listed above have not been
obtained, print the application and obtain signatures.

If after asearch of WFMS is made and the applicant’s “AG/Case Type” appears as
“Screening Case” begin at Step 2 below to create and print a hard copy application
for signature/submission; and to create an application in WFMS.

If after asearch of WFMS is made and the applicant has no record, begin at Step 2
below to create and print a hard copy application for signature/submission; and to
create an application in WFMS.

If after asearch of WFMS is made and the applicant has no record or appears as
“Screening Case” and the above signature pages have been submitted to the Local
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Office, from the User Home page click on Create Application. WFM S will
navigate to the Application Case Home page. Continue at step 6 below.

From the “FSSA User Home” page, under My Shortcuts click on Apply Now.
The WFM S will navigate to the Apply for Programs page.

Select the program(s) for which the applicant wishes to apply and click on Print
Application at the bottom of the page. WFMS will navigate to the Information needed
to Send to Family Assistance Office page.

Complete the required fields on the page and click on Print Application at the bottom
of the page to print an application for signature/submission and then close the window
that appears.

WFM S will navigate back to the Information needed to Send to Family Assistance
Office page. Click on Create Application at the bottom. WFMS will navigate to the
Application Case Home page.

On the Application Case Home page click on Members in the Left Navigation.

a Application Case Home: Roger Weston - 9000009073 - Microsoft Internet Explorer provided by FSSa= - ﬁllﬂ

File Edit View Favorites Tools Help | -:,'
-6 - () Jr (& R = f 3

Qs - © - [x] 2] ] Dsown Jorow @] 2 2 - B

Address I@ https: [f=990lpap0Z2.iem. localfHCSSApplication/en_US{EMBensefitApplicati eHomePage.dD?caseID=9EIUUUS?455&_D3rpLj Go

E % application Case Home: Roger Weston - 9000009073
-
0 options
O Access Application Rescan Application Generate Internal Cover She
> Send AR Information to ICES Send 4E Information to ICES =
% Completed AR in ICES Completed AE in ICES
L)
. . 972072007 If yes, whats the
° File Ly Case Mumber?:
O #pplication Status: Submitted - Yalid Preferred Language: English
O HE=S Apphcatlor? e Health Coverage:
o Mumber:
., Food Stamps State Funded ar
: PliaiglEiie Hpilize; Refugee Assistance:
. . .
. Currantly Recmwng ICES Case Mumber:
Benefits?:
L)
O Applying for Yourself: ves -
4« I @l

|@ https: /{s990lpap02.iem.localfHCSSApplication/serviet FileDownload?pageID=EMBenefitApplication_casek l_ l_ l_ l_ ’—é_ & Internct
%'Startl @ application Case Hom... | L3} Work Instructions | ] Wark Instructions Table ... | |J% 52 @ !@ @ 2:52 PM

The Members page for the applicant will appear. Click on Edit.
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} Members: Roger Weston - 9000009073 - Microsoft Internet Explorer provided by FSSA - State of Indiana

File  Edit Wiew Favorites Tools  Help |#

eBack - ov B @ @|/O53arch *Favuntas &) @v a‘g - JE B

ttps:}s990lpap02.iem. localfHCSSApplicationfen_US/EMManagefppCase_listMembersPage.do?caseID=20000574558__ alrp

navigation Members: Roger Weston - 9000009073 Help |

' Add Memb er
O Expedited Food Stamps

O Documents Action MName Type
O Members Wiml Roger ‘\Weston Primary Client

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets =
O Earned Income

O Other Income

O Expenses
O Notes

O Correspondence

O Tasks

O Case : hd|
=] R
wstartl @ Members: Roger Wes... |0} Work Instructions | ‘Work Instructions Table ... | |ﬂ$ 5& B!@ E 2155 PM

The Modify Member screen will appear. Enter al information required to successfully
complete AR in the data fields including program choice(s), the applicant’s Date of
Birth, gender and click on Save at the bottom of the screen. *Note: ALL members
must be entered into the WFM S before Send to AR is selected. Otherwise,
clearance issues may arise.
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3 Modify Member: Roger Weston - 9000009073 - Microsoft Internet Explorer provided by FS5A - Skate of Indian: 81|
File  Edit Wiew Favorites Tools  Help | ﬂ.

@Back - o - @ @ (b|pSearch *Favuntas @| Bv L\‘_% |.'V_J—’| - |_J ﬁ ..‘3

Address I@ bty 5990lpap02 alfHCSSApplicationzn_US/EMManagefppCase_madifyMermberFromListPage . do?househaldMenb:

Modify Member) Roger Weston - 9000009073

Applicant Information:
*First Mame: IRDger *Last Name: IWEstDn
Middle Initial: IA Suffis: I 2
SEM: I Date of Birth! |05K3U/1959|
(Don't enter dashes) gorng/dd,
I 'I Ethnicity: I
Is this Person Head of Household?: W

Applicant's Race - check all that apply
Black or African [ Mative Hawaiian or [~ .
. . Asian;
AmMErican: Pacific Islander:

White: r Cther: r

E—— s e _ILI
4 »
@ Done l_ l_ l_ l_ ’—é_ & Internet
ﬂfstartl @ Modify Member: Roge... L3} Work Instructions | ‘Work Instructions Table ... | |J% 52 @ !@ B 2i57 PM

The Members page will reappear. If additional members need to be added, click on the
Add Member button near the top of the page.
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} Members: Roger Weston - 9000009073 - Microsoft Internet Explorer provided by FSSA - State of Indiana

File  Edit Wiew Favorites Tools  Help |#

eBack - e - Ej @ C{:]|/O53arch *Favuntas &) @v a‘g - JE B

ttps:}s990lpap02.iem. localfHCSSApplicationfen_US/EMManagefppCase_listMembersPage.do?caseID=20000574558__ alrp

navigation Members: Roger Weston - 9000009073 Help |

‘ Add Member ))
QO Expedited Food Stamps ——

O Documents Action MName Type
O Members Wimw | Edit Roger \Westan Primary Client

O Review Application
Checklist

O Authorized
Representatives

O Member Relationships

O Solicited Documents
Requests

O Absent Parents

O Assets =
O Earned Income

O Other Income

O Expenses

O Notes

O Correspondence

O Tasks

O Case : hd|
Eoore R T
ﬂStartl @ Members: Roger Wes... |0} Work Instructions | ‘Work Instructions Table ... | |ﬁ$ 5& %!@ ﬂ 2159 PM

10.

The Add Member page will appear allowing an additional member to be added to the
application in WFEMS. After the addition of an individual click on the Add button at the
bottom of the screen. Remember to include the date of birth, gender and program(s) for
which additional individuals are applying.
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3 Add Member: Roger Weston - 9000009073 - Microsoft Internet Explorer provided by FSSA - State of Indiz 81|

File Edit WView Favorites Tools  Help | ':I

Back ~ | >0 <1 I @ Search r Favorites ”
Q W], s ©

R-law - JE 3

Address IE https:HsQQDIpapDZ.iem.IocaI,I’HCSSApp\icatmn,l’an_USp’EMManaganppCase_addMamberPage.do?caseID=QDDDDS74SS&_03rpj Go

Applicant's Race - check all that apply

*last Name:

I uffis:

ate of Birth!
rmrn/dds ey

Date of Birth

v

Black or african - Mative Hawaiian or [~
American: Pacific Islander:

Asiar:

American Indian or [T

White: r Cther:
Elaskan Mative:

Programs Requested For This Person

All Programs:  [— Health Coverage: [© Mot applying: T
Food Stamps: T Cash assistance: [0 hd
L ’ | _l_I
@ l_l_l_l_’—é_ 8 Internet
mstartl @Add Member: Roger .. | (L0} Work Instructions | ] Wark Instructions Table ... | |J%&Q!@ 3116 PM
11. Left click on Home in the Left Navigation.
The WFM S will navigate back to the Application Case Home page.
12. On the Application Case Home page,

Click on the Edit button at the top

On the Modify Application Case page change the “Application Status’, by clicking
on the drop down box, to “ Submitted-Valid”

Add the township information

Delete any X’s that may appear inappropriately in fields

Enter language preference

Note the type of health coverage if Medicaid is requested

Click on save which will return you to the Application Case Home page

Note: For arecipient who has no fixed address, specific arrangements must be made
with him regarding the issuance of his FSSA correspondence. FSSA correspondence
will be mailed to the address specified by the recipient, such as:

The local office;

A friend or relative;
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Social service agency;
Church; or
Shelter for the homeless.

SKIPTO SECTION 5.0 FOR ALL ADD A PROGRAM CASES (INSERT
HYPERLINK TO SECTION 5.0 ADD A PROGRAM/AG KEEPS SECHEDULED
APPOINTMENT)

13.

From the Application Case Home page, under the Options cluster, click Send AR
Information to ICES. Then left click on Close.

Send AR Information to ICES

14.

Navigate to ICES. Enter TRAN: ARLD; PARMS; WFMSS Application Number.

INEXT TRAN: ARLD PARM S: 9000229082

The WFM S will attempt to push all of the application information through the AR
driver flow in ICES. When the AR data has successfully been entered into ICES, the
message, “AR LOAD COMPLETE” will appear. The ICES application number will
display inthe TRAN field if WFMS successfully pushes all data through AR. Take
note of the |CES application number for scheduling purposes. Should all data be
successfully pushed, go to Step 17. If not, go to Step 12.

15.

Complete screen ARIS — Individual Statewide Clearance List, if necessary. For an
exact match, place an “X” in the select column and hit ENTER. The next individual
will display and the same processis repeated until all individuals have been cleared.
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L ICES - EXTRAND Enterprisn 2000

Fle £t vew fook Seisen Optees Heb

Olela| & |l 3] 2] w8 ele) 2IE]a) 82

ARIS INDIVIDUAL STATEWIDE CLEARANCE LIST
COUNTY: 49  APPL NBR: 3000341275 WORKER: T49704

SSN FIRST MI LAST SUF DOB
310882225 HOMER SIMPSON 05231973

S  RID/SSN FIRST MI LAST SUF  DOB S SCORE
300011340199 HOMER SIMPSON 06012002 M W A 72 74
HOMERR SIMPSON 12121960 M W / ; 68

HOMER SIMPSON 08191971 M W / 66

HOMER SIMPSON 06121957 M 66

HOMER SIMPSON 10011920 M : 58

HOMER SIMPSON 01011993 F 2 42

PF17: ARIR (NO SELECT); PF20: TOP OF LIST; PF22: NEW INDV; PF23:
NEXT TRAN: . ARMS ;

e

Pova T
JTT ) sarage s ] e s £)5s £) ErTT 1o FET et e@el

16.

Complete screen ARCR — Statewide Clearance Results, if necessary. If an
individual is known to ICES, use the inactive case number containing the most
current/correct information. Reset the case number on ARCR if a more appropriate
case number is available. A listing of File Clearance Failure Reason Codes can be
accessed by entering TRAN: RFDI; PARMS: TSCF.
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bjﬁgM;mgaug

STATEWIDE CLEARANCE RESULTS 06/15/07 08:37
COUNTY: 49  APPL NBR: 300034127 WORKER: T49704 T49704 A TEST/ROGER
CASE NBR: SCREENER: T49704
CURR/LAST CLEAR RSN
SEL FIRST MI LAST SUF SSN KNOWN CASE ST FH STAT CDE
HOMER SIMPSON 310887725 0 N FAIL 01

PF16: ARAD  PF17: ARIR PF18: ARIS PF20: TOP LIST PF21: RESET CASE
NEXT TRAN: _

17.

DUPLICATE RID: should aduplicate RID be discovered, a User Defined task with a
same day deadline will need to be created and sent to the “ Problem Resolution” queue
to resolve the duplicate RID. REFER TO CREATE A USER DEFINED TASK
(INSERT HYPERLINK) SECTION 3.11.1.3.

The application should be retained, notes entered into WFMS (if CLRC not available)
detailing the events and an appointment to interview the applicant should be scheduled
(see Step 13 & 14) for two business days in the future, if unable to continue.

18.

View screen ARPC — Prior ContactsList, if necessary.
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PRIOR CONTACTS LIST 06/
COUNTY: 49  APPL NBR: 3000341275 T497

INDIV NUM FIRST MI LAST SUF  SSN DOB S R
300074762099 HOMER SIMPSON 310882225 05231973 M W

PROGRAMS IDENTIFIER  STATUS BEGIN END COUNTY
APPLCN REGISTRATION 3000341275 PEND 06/15/07 49

NEXT TRAN: _ _ PARMS:

19.

Complete/review screen ARCP — Choice of Programs, if necessary for al household
members.
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L ICES - EXTRAND Enterprisn 2000

;ﬂﬂﬂ_uf lgjﬁglﬁl_-lgl_l_l_lﬁﬂﬂﬂ

ARCP CHOICE OF PROGRAMS
COUNTY: 49  APPL : 3000341275  WORKER: T49704
LAST ACTIVITY DATE: 06/15/07 STATUS: PEND
ALL LISTED INDIVIDUALS APPLY FOR CASH, MEDICAL, FS:

INDIVIDUAL CASH,MEDICAL,FS CASH MEDICAL FS MA ENROLL
1 HOMER S N Y N

NEXT TRAN: PARMS:

e |

== z o
] e Errrers Tors JE”| EyesBr0HE o

Complete screen AﬁAS—Abplication Scfeening, if necessary.
ARAS APPLICATION SCREENING 09/27/07 13:13

COUNTY: 72 APPL NBR: 3000136527 WORKER: Wo9181 T
TEST/HEWET

APPL DATE: 07/02/03 STATUS: CA SCREENER: DNT052
1. ISANY INDIVIDUAL A MIGRANT OR SEASONAL FARM WORKER? N
IFYES,

WILL YOU RECEIVE INCOME FROM YOUR FORMER EMPLOY ER AFTER
TODAY?N

WILL YOU RECEIVE MORE THAN $25 INCOME FROM Y OUR NEW
EMPLOYER

WITHIN 10 DAYS? N

WILL YOUR LIQUID RESOURCES, SUCH AS CASH, CHECKING/SAVINGS,
BE $100

ORLESS?Y

2. ARE YOUR MONTHLY RENT/MORTGAGE AND UTILITIESMORE THAN
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YOUR GROSS

MONTHLY INCOME AND LIQUID RESOURCES? Y

3. ISYOUR GROSSMONTHLY INCOME LESS THAN $150? Y

4. ARE YOUR LIQUID RESOURCES,SUCH AS CASH CHECKING/SAVING
ACCOUNTS,

$100 OR LESS?Y

21.

Left click on Home in the Left Navigation and under the Options cluster, click
Completed AR in ICES Then left click on Close.

Completed AR in ICES

22.

From the Left Navigation click on Review Application Checklist to complete the
checklist indicating “ AR Completed at Help Center” . Then left click on Save.

Family and Social Services Administration .

James Smith - 5000000001

Read Previous Checklist Read Current Checklist Create Chechlist
L)
. Checklist Details
- Type: Review Application Checklist Status: In Progress
O
Review Application Checklist liems
Checklist
Complete MiA Checklist ltem

O

— Application Contains Name, Address, Signature and at least one program choice
- - ~
O r File Date entered correctly or has been corrected.
- I— I— Mame and data on scanned application match Workflow Management System pre-
- entered data, or data corrected. (W/A Only for Redeterminations)
U |- Search conducted to determine if individual{s) known to system
O
. I- I- Reconciled individual{s) found in search with similar’same name or same S5
L] r r Member(s) on application is/are currently active in another ICES case — Cant Chack
() this as Complete and “Add a Frogram Cnly” as Complete as wel

|- I- Application reviewed to determine if program requested or active is for Nursing

Home, Waiver or Disability

|- r DR SR ested screened for Expedited processing

- — [ AR Completed at Help Center T

r Data Collection (& required State) Interview scheduled as appropriate

— | Add a Program Only

uef)

23.

Click Home from the Left Navigation.

navigation
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The WFM S will navigate to the Application Home Page.

24.

Log applicant in as seen on screen CSODA by entering “X” inthe“S” (select) field.

25.

REFER TO (INSERT HY PERLINK) SEARCH INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.3

For applications already known to WFMS, from the Application Case Home pagein
the WFMS click Notes from the Left Navigation. Review all notes, if any, applicable to
the application and continue to the following step.

(]

()

26.

Click Home from the Left Navigation.

Srovigation 3

The WFM S will navigate to the Application Case Home page.

27.

Click on Documents from the Left Navigation. Review all supporting documents, if
any, submitted along with the application. If any supporting documents satisfy the
verification requirement, remember to enter the appropriate information and
verification code in ICES during the interview.

o

.
Documents
.

The WFM S will navigate to the Documents page.

28.

From the Documents page click view to see the document’ s details.




FS5A - WFMS Documents: MOM CASETWOO

rosoft Internet Explorer provided by FS5A - State of

Fle Edk Wew Fawortes Tools Help

Q-0 11 (&) o] Jwee e @[ o m - B

nddress [i€] hieps 11213/HCSSApplication) aseDocume;

tIndexedDocu o

Documents: MOM CASETWOO - 2000085098 Help |

((Search Non-Indexed Documents | [[Aftach Document | [Delink & Search Case ] [Delink & Search Person | [ Delink |

O Documents

O Members

O Addresses

O Phone Numbers

To View additional document detail or Edit the document detail, click on the View or Edit link,

To Delink documents from this list and Attach the documents to another case or person, check the appropriate box

O Pending Yerification {es); then select the Delink 8 Search Case or Delink & Search Person button,
Chec
0O Data Collection To Delink the documents only, select Delink.
Checklist
o z::‘;:ﬁ;‘“‘t" Regre Note: To select All documents in this list, check the top box (next to Action).
O change checklist sy
e - ed ¢
O Solicited Dacuments " Action Documsnt Typs 2OSUMENt Client Roceipt Dats  Status Related Caze
R Name b
Requests
O Correspondence Pay HIPPY
. ] Wiew | Edit Income Sratement CASETWOO 12/3/2007 Accepted 9000029460 |
O Notes = sl e
s e % Unknown Mo
A t, t Reyi ey
O Asset/Trus iew - Yiew |Edit Eeriinants Unknown CASETWOOD 12/3/2007 Accepted 9000029460
O Benefit Recovery e 7MOM
nknown
O Tasks ] Wiew |Edit B ioe Unknown CAGETWOO 12/3/2007 accepted 9000029460
Photg
identification Man
r Wiew | Edit Vital Statistics gt}lir ;ham CAGETWOO 12/3/2007 accepted 9000029460
recent items S HEEHE:
. HIP Clignt
HIP Client e Mo
|m] Wiew |Edit Notics Repaort a CASETWOO 12/4/2007 Accepted 9000029460
Change e
HIP Prwear HIE Power

@ T TS e
&/ start| () Work Instructions &1 P55 - WEMS Docume.. B Work Instructions - Com.., @|'? BOMERE rosem

29.

Within the View Document Details screen click the document name hyperlink to view
the document itself, take appropriate action in ICES.
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7 FSSA - WFMS View Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by FS5A - State of Indiana

View Attachment Details APPLY NOW - 2000095808

Document Type; Eligibility Support Documents

Interactive SEC Interview

recent items

Document Mame;

Guide
Client/Case Mame: ARPLY WOV Attachment Name:
Delivery Method: | attached File Date:
Language: English Status:

Comments:

File Edt View Favortes Tools Help
eBack P @ > B @ \a]|p5earch *Fawr\tes & Bv Dﬂ w - % R
cal: 11213fHCS3Application/er (EMStandardCaseDocument _viewAttachmentPage, do?concernRolelD=200286254 7&communicationlD=2002725 ¥ Go | Lnks *
& 0 fsmem

Help |

INTERACTIVE SEC
INTERVIEW GUIDE.doc

Received

Attachment Comments

[_Edit__ ) [Delink & Search Case | [Delink & Search Person | [ Delink_ [

Close |

|

[&] pone [
i start| () 16M Rational Partfolio Ma. .. || € FSSA - WEMS View Att... ] Work Instructions - SEC ...

Click on close. The WFM S will navigate back to the Documents Page.

[T 15 [ mteme

5% B B M@ aepm

30.

Search for any tasks related to the application that may be outstanding.
Documents Home page click on Tasks from the Left Navigation.

From the
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O Applications

O Documents

O Members

O Addresses

O Phone Numbers

O Pending ¥erification
Checklist

O Data Collection
Checklist

O Second Party Review
Checklist

O Change Checklist

O Solicited Documents
Requests

O Correspondence
O Motes
O AssetfTrust Review

O Benefit Recovery
O Tasks

31.

The WFM S will navigate to the Tasks page. Take note of any outstanding (OPEN)
tasks that may need to be addressed. Navigate back to the Application Home page by
clicking on Home in the Left Navigation.
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7} FSSA - WFMS Tasks: JOHN SMITH - 3000372951 - Microsoft Internet Explorer provided by F55A - State of Indiana TS

File Edt View Favortes Tools Help | "ll

eBack - &) - \ﬂ @ _‘:] | /_-YSearch *Favor\tes .e}‘ [-.':jv jf - K % 3

Addrass [i€] hitps:iis990ataph1 jem local:11213/HCSSApplicationfen_US/EMStandard_istTaskPage dofoaselD=30003729818_o3rpu=EMStandard_hamePage do% FoaselD%30a00c x| [Ed G0 |rks »

Tasks: JOHN SMITH - 3000372981 [ Help |
(Create Task | [ Close Selected Tasks |
| Task ID Subject Briority Status Eiserved Deadling
m} 9000036699 1068 - Reported Change High Open iéﬂg,@ﬂﬂ?
State Review and Eligibility
[ 2000074544 Determination - System High Closed
Generated - FS #01
m 2000085504 pm call back Medium Parked dcfssasec ifﬁfnna
r e Q000085508 Spend-downyLiahility Correction kT open doreaaeng 2/29/2008
e ee e 16:30
(Create Task ] [ Close Selected Tasks |
[&] pone I

i start| () 16M Rational Portfolio .. || 7 FsSA - WFMS Tasks:... ] Work Instructions - SE... | & F55A - WFMS FS5A 5u. ., | 1 untitled - Paint | O B A=Y M D@ o:ze

32.

From the Application Case Home Page, under the Options cluster, click Send AE
Information to ICES. Then click on Close.

Send AE Information to ICES

33.

In ICES enter TRAN: AECSQ PARMS: ICES Application Number.

The WFM S will push the application information through the AE driver flow in ICES.
Complete the AE driver flow.

Note: |CES reconciliation screens appear in the driver flow when AE Information
is sent to ICES from the WFM S Application Case for members known to ICES.
ICES reconciliation screens allow you to choose which data (either WFM S
application case data or pre-existing |CES data) pre-populates fields in ICES during
the AE push.

35.

From the Application Case Home page, under the Options cluster, click Completed AE
inICES

Completed AE in ICES

Curam will automatically move from the Application Case Home page with the Curam
created number to the Case Home page displaying the | CES case number.
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36.

TO MODIFY THE PENDING VERIFICATION CHECKLIST:

3 Fs5A - WFMS Pending Verifications Checklist: PATTY JAMES - 1002006003 {messages present) - Microsoft Internek Explorer provided: _|&] x|
Fle Edt Yiew Favortes Tooks Help | o

eﬁatk -6 - \ﬂ @ :J | /;‘JSEarEh \;;} Favorites e}‘ [':'?jv :f = J % 3

Address Iisﬂﬂs:#s?gﬂ\papnz‘|em‘\ncal/H[SSAppllcat\nr\tar\_US/EMStar\dard_chacHlstFend\nngewPage.dn?case[D:1EIEIZIJEIE-EIDs&type:FENDBud:El&r\ext:&_narpu:EMStandard_hc ~| B s

| %@“

O Ap t Pending Yerifications Checklist: PATTY

@ The oldest checklist is being displayed

Read Previous Checklist Read Current Checklist
Type: Pending Yerification Checklist Status: In Progress
Checklist: |1 of 1 In Progress/Completed: 1 (1)/0
Required Checklist Item Clients -

=] Age

[} US Citizenship

r Immigration Status

[} Social Security Number

~ Residence / Shelter Expense PATTY

[} Utility Expense

- Relationship

[} Identity

=2 Bank Accounts / Financial Holdings PATTY

& vehicles

[} Real Property / Life Interest =l
[& [T 8 [ mernet
) Start| B) work Instructions - SE€ ... |[£7 Fs5a - wrMs Pending... @ | <. ,m

If missing or incomplete information is identified on AEPND in ICES, review the
Pending Verification Checklist located in the WFM S case and modify, if necessary.
Note: The most current Pending Verification checklist will auto populate the FI 2032.

e From the Case Home Page Click on Pending Verification Checklist in Left
Navigation.

o WFMSwill navigate to Pending V erification Checklist..
e Click on Edit at the bottom of the Current Checklist.

e The Current Checklist will display

e Click on any item(s) that are needed to add or remove.

e Click on the name of client to whom the item pertains. CTRL CLICK: To
add more then one member per item or to remove a member, the ctrl button on
the keyboard needs to be pressed while clicking on the additional name to be
added or name to be removed.

o For recertification interviews select Summary of Eligibility Redetermination
Information and Rights and Responsiblities. This form will include client
information provided by the client during the data gathering interview.
WFM S will create the packet separately from the FI2032 to be mailed the




following day. The client isto review, sign, date and return the summary.

0 Summary of Eligibility Redetermination Information
[ ]

e Click Save.

37.

Click on Correspondence in Left Navigation to generate the FI 2032 and any
additional forms. Take special careto verify that the deadline date is correct on
the Create Correspondence Details page.

Refer to SEND NOTICE WORK INSTRUCTIONSIN VOLUME 7 COMMON
PROCESSES — Section 3.11.4 (INSERT HY PERLINK) - TO:

¢ VIEW CORRESPONDENCE HISTORY IN WFMS Section 3.11.4.7 (INSERT
HY PERLINK) to view an FI-2032 created by Non-state Coalition staff.

e CREATE CORRESPONDENCE IN WFMS Section 3.11.4.3 (INSERT
HY PERLINK) to create the FI-2032, if necessary.

e EDIT CORRESPONDENCE IN THE WFMS Section 3.11.4.8 (INSERT
HY PERLINK) to edit/modify the deadline date of an FI-2032 created by Non-
state Coalition staff, if necessary.

e DELETE CORRESPONDENCE IN THE WFMS Section 3.11.4.9 (INSERT
HY PERLINK) to delete an FI 2032 created by Non-state Coalition staff, if
necessary.

o REFER TO (INSERT HYPERLINK) PRINT CORRESPONDENCE IN SEND
NOTICE WORK INSTRUCTIONS VOLUME 7 COMMON PROCESSES
3.11.4.6 for correspondence (FI-2032/Coversheet) that will be given directly to
the applicant. Take specia careto verify that the deadline date is correct on the
Create Correspondence Details page. It may need to be modified. Remember to
click on Edit on the Correspondence page and click on Pending Verification
Hand Delivered on the M odify Correspondence Details page to avoid having
WFMS mail the FI-2032. Volume 7 Common Processes — Section 3.11.4.6

Note: Thefirst screen of Create Correspondence will allow the user to enter an
additional address for third party correspondence or an alternative mailing address if
the WFM S mailing address is not current. Refer to ICES for current mailing address.




Create Correspondence

CorrespondenceDetails - Addressee

addressee Type: IThird Party j

If Address Type is Participant, select the Member Name

Asddressee Name: I 'l

If Address Type is Third Party or Authorized Representative

Addressee Mame: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Pa

Address Line 1: |

sddress Line 2: I

City: |
State: I j

Zip: I

Select The Participant This Correspondence Is In Regards To

| ——— |
Maember Name:  |LAURA BUSH =]

[ save ][ cancel |

*Note: if an individual in the assistance group is IMPACT sanctioned and expresses
the desire to cure their sanction, the user selected task “Intent to Cure” must be
generated immediately to Arbor directing the task to the Arbor Area queue associated
with the applicant’ S/recipient’ s residence.

Complete the Interactive SEC Interview Guide and attach it to the case in WFMS.

REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE FILE
SERVER

Volume 7 Common Processes Section 3.11.4.12, Steps 1 - 12.

From the Application Home Page, under the Options cluster, click Initiate Data
Broker.

Initiate Data Broker

NOTE: Data Broker not available for Pilot.

If necessary, reference Volume 7 Common Processes— CREATE A TASK Section
3.11.1.2 (INSERT HYPERLINK) to create any of the tasks that are necessary for
processing the application:

a. Out of State Inquiry Request
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o

Front-End Integrity Review Referral

c. Suspected Fraud Referral

d. Assat/Trust Review Requested

e. Systematic Alien Verification Entitlement (SAVE) Request

f. Resource Assessment Request

41. Review ICES screen AEWAA. Evauate the reason codes for potential eligibility.

42. Review all budget results with the applicant, and advise them of their Rights and
Responsibilities. Review ICES screen AEPND with the applicant to evaluate missing
information and/or verification(s) outstanding, if any.

Enter TRAN: AEPND; PARMS: ICES Case Number.
PENDING DATA FOR ELIGIBILITY DECISIONS 14:41
OUNTY: 49 CASE: 3000347793 ER: T49704 TEST/ROGER

LAST ACTIVITY DATE: 07/09/07  STATUS: PENDING

INDIVIDUAL  SCREEN INCOMPLETE INFORMATION

01 MEDIC D  AEIDP PROOF OF MA DISABILITY

43. | InICES, enter TRAN: CLRC PARMS: ICES Case Number.
NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes regarding the application processing (following guidelines for entering
information into CLRC).

44, | Authorize the AG(S) if appropriate.

45. Issue over the counter EBT card if appropriate. Refer to the EBT policy guide for
instructions.

45, Left click on Home in the left navigation. From the Case Home left click on the

“Generate Internal Cover Sheet” button in the top right of the page to generate a
“Document Transfer Cover Sheet” which must accompany any submitted verifications
that will be faxed immediately to the Document Center by the SEC. A “File
Download” box will appear. Left click on “Open”. Left click on the printer icon in the
upper left hand portion of the screen and close the document screen. The printed
Document Transfer Cover Sheet must be hand modified and have “Image Only”
checked prior to faxing. The Application must be faxed separately..
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46.

If processing a Medicaid Disability Application/Progress Report at the Food Stamp
interview follow the steps below:

Complete the Determination of Medicaid Eligibility Social Summary (Social
Summary) for medica and psychological treatment in the past 12 months. Refer to
(INSERT HYPERLINK) Creating an Attachment from the File Server in Volume 7,
Section 3.11.4.12, steps 1-12 to complete the Determination of Medicaid Eligibility
Social Summary and attach the form to Documents in the WFM S case.

If medical documentation is provided by the client generate a separate Internal Cover
Sheet selecting “Image and Process’ to accompany the documents and fax immediately
to the Document Center:

>

Left click on Home in the left navigation. From the Case Home | eft
click on the “ Generate Internal Cover Sheet” button in the top right of
the page to generate a“ Document Transfer Cover Sheet” which must
accompany any submitted verifications that will be faxed immediately
to the Document Center by the SEC. A “File Download” box will
appear. Left click on “Open”. Left click on the printer icon in the
upper left hand portion of the screen and close the document screen.
The printed Document Transfer Cover Sheet must be hand modified
and have “Image and Process’ checked prior to faxing.

Return to ICES screen AEMDT and update with the dates that the
notices have been sent; update CL SC with the actions taken regarding
the notices for the MA D documents.

If acurrent exam is not needed, refer to Create Correspondence Work Instructions
(INSERT HYPERLINK) in Volume 7, section 3.11.4.2 (for athird party) and Print
Correspondence (INSERT HY PERLINK) in Volume 7, section 3.11.4.6 to perform the

following:
>

Create an Initial Notice to Provider for Records (2322) for each
provider the client has been to in the past twelve (12) months as
indicated in Section 4 D of the Social Summary.

Complete the fields on the form, as appropriate.

Use the Add Additional Correspondence function to generate a
Determination for Disability Authorization for Release of Medical
Information (OMPP 3512) form with each Provider request.

Use the Add Additional Correspondence function to generate any
additional form(s) needed to accompany the request such as the
Authorization for Examination to Determine Disability for Medical
Assistance (OMPP 251),Determination of Medicaid Disability Medical
Information (OMPP 251A) or the Physicians-Optometrist Report on Eye
Examination (OMPP 0045).

A General Use Coversheet is generated with each request for the




provider to utilize.
> For multiple Providers the process must be repeated for each Provider.

e Have applicant sign the releases.

e A copy of the signed release forms should accompany the General Internal
Covershest as “Image Only” that will be faxed immediately to the Document
Center by the SEC. Refer to step 45.

e Mail the hardcopy origina request(s) and signed release(s) to the Provider(s).

e After sending the Initial Notice to Provider for Records (2322), return to
ICES screen AEMDT and update with the dates that the notices have been
sent; update CLSC with the actions taken regarding the notices for the MA D
documents.

If acurrent exam isneeded or Provider information isnot supplied, provide the
applicant with a pending notice (FI 2032), and the Initial Action Notice to Applicant
(F1 2320). Refer to Create Correspondence Work Instructions (INSERT

HY PERLINK) in Volume 7, Section 3.11.4.2.

¢ Note: If the applicant/client has an Authorized Representative (AR),
remember to add an additional addressee so that the AR also receives the
correspondence.

e Returnto ICES screen AEMDT and update with the dates that the notices
have been sent; update CL SC with the actions taken regarding the notices for
the MA D documents.

47.

Remember to close any task enacted upon. To do so, Click on Close Task on the Task
Home page.




2} S5 - WFMS Task Home - Microsoft Internet Explorer provided by FS5A - State of Indiana _[=lx]

Fle Edt View Favorites Tooks Help | o
(Deack - () - ﬂ Iﬂ o) | ) search 5 ¢ Faverkes €21 s - ] el
ddress [i€] hitps:iis990atap1 jem local:11213/HCSSApplicationfen_US/TaskManagement_taskHomePage doftaskID=0000US4832 = Beo |unks »

o

k Home
:
O Ta = Close Task Eorward Task Un-Park

O v Bark Task Un-Reserve

Subject
1079 - Fiat Authorization Needed

Details
| recentitems = Tazk ID: 9000054832 Statls) Reserved
Priority: High Deadline; 1/9/2008 02:10
Reserved By: Deborah Crosby Last Assigned: 3/10/2008 20:14
Time ¥orked: 00:00 Park Deadline;

Primary Action Supporting Information

Case Home Page

Task Instructions
Review case documentation for the requested fiat and authorize the reguest or return the request to ACS for
clarification/correction.

|

& e

'/ start| &F35A - WFMS F53A User.,.. | & FS54 - WEMS Work Que. . | £ FSSA - WFMS Task Ho... Fo =)o i@ a:4pm

Go to CSOUU to enter the worker ID of the interviewer.

Assigned worker will need to note client as being seen by the entry of “Y” on CSOWL.
L CLIENT HED'ULIMG U Us i




4.0 Applicant Failsto Keep Scheduled Appointment

If the applicant fails to keep their scheduled appointment and no application has been filed, no
further action is necessary. If an application is on file with an ICES case number (AR completed
and appointment scheduled in ICES) an SEC created “Manual Notice of Missed Interview” is not
necessary. If an application ison file but AR has not been completed (ex: expedited applicant
failsto appear for their scheduled interview), an SEC created “Manual Notice of Missed
Interview” is necessary. Note the following steps are necessary if an application was received.

Note: Every application must have aWFM S application case created

Steps Applicant Failsto Keep Scheduled Appointment

1 If a“Manual Notice of Missed Interview” is necessary, refer to Create Correspondence
in WFMS Section 3.11.4.3 (INSERT HY PERLINK).

2. Click Notes from the Left Navigation.

L)
L)
The WEM S will navigate to the Notes Page.
3. Click New.
New |
The WFM S will navigate to the Create Note Page.

4, Enter case notes regarding the application and any actions taken (i.e. appointments
scheduled and missed, information modified, information pertinent to processing the
application, etc.).

5. The application and any corresponding documents must be faxed immediately to the

document center. All documents must include a*“Document Transfer Cover Sheet”
with “Image Only” checked. From the Application Case Home page you may generate
a"“Document Transfer Cover Sheet” by left clicking on the * Generate Internal Cover
Sheet” button in the top right of the page.
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5.0 Add a Program/AG Applicant K eeps I n-Office Scheduled Appointment

If an Add a Program application is received at the Local Office and does not include expedited
food stamps, it should be faxed immediately to the document center for processing. The
applicant may have been scheduled for an expedited appointment by either the Call Center or
Local Office staff, or the applicant has requested an in-office interview. All scheduled
appointments for the Local Office are displayed on CSODA. Local Office staff should view
CSODA periodically throughout the day as additional appointments may be added. Should an
applicant appear for a scheduled interview and no valid application has been submitted, a valid
application must be received before the interview.

Note: Every application must have aWFM S application case created .

Steps

Add a Program/AG Applicant Keeps I n-Office Scheduled Appointment

1.

REFER TO (INSERT HYPERLINK) SEARCH INSTRUCTIONS
Volume 7 Common Processes — Section 3.11.3

Note: asigned copy of the following must be submitted to the local office, or viewable
in WFMS, before a non-redetermination Food Stamp interview takes place in the local
office.

The last page of the “Notice Regarding Rights & Responsibilities’ indicating that
the applicant has received and understands the “ Notice Regarding Rights &
Responsibilities’.

Section A of the " Indiana Application for Assistance” indicating the applicant’s
name, address and program choice.

Section D of the“Indiana Application for Assistance” indicating the applicant’s
Authorized Representative(s), if applicable.

Section L of the “Indiana Application for Assistance” indicating the applicant’s
Assignment of Rights (if applicable), their agreeing to Food Stamp Work
Registration rules (if applicable) and/or Voter Registration choice.

Search for the applicant in WFM S to determine their status.
v If after asearch of WFMS is made and the applicant’s “ AG/Case Type’ appears as

“Application Case” and the above signature pages have been submitted (hard
copies available or documents viewable in WFMS), begin at Step 2 below. . If the
application is viewable in documents and the signatures listed have not been
obtained print application and obtain signatures.

If after asearch of WFMS is made and the applicant’s “ AG/Case Type” appears as
“Screening Case” complete Steps 2 through 11 of Applicant K eeps Scheduled
Appointment above to create and print a hard copy application for
signature/submission; and to create an application in WFMS. . If the applicationis
viewable in documents and the signatures listed have not been obtained print
application and obtain signatures.

If after asearch of WFMS is made and the applicant has no record, complete Steps
2 through 11 of Applicant K eeps Scheduled Appointment above to create and
print ahard copy application for signature/submission; and to create an application
in WFMS,
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Steps

Add a Program/AG Applicant Keeps I n-Office Scheduled Appointment

The application status must be modified to “ Submitted - Add a Program”. From the
“Appl |cat|on Case Home” page complete the following:
Click on the Edit button

= Onthe Modify Application Case page change the Application Status, by
clicking on the drop down box, to “ Submitted - Add a Program”
Add the township information
Delete any X'sthat may appear inappropriately in fields
Change the language from Arabic to English if necessary and
Note the type of health coverage if Medicaid is requested
Answer Yesto, “ Currently Receiving Benefits’
Enter the ICES case number after, “If Y es, What is the Case Number”
Change the application status to, “ Submitted — Add a Program” from the
dropdown that appears after “ Application Status’
= Click on Save, which will navigate to the Related Case Search page

Related Search Case

Search Criteria

ICES/Curam I et I
S Reference:
Humber:
S5M! I
(Don't enter 1CES RID:
dashes)
First: | Middle/r1: Last: I
DOB: I i
(dd/mnmfyyyy)
Address | Address Caunty: I
Linel: Line2: ¥
City! | State: 'l Zip Code: I
[ Search ] [ Reset ] [ Cancel ]
Search Results
Action Case Name SH Case Type Case Reference Date Created b=l

= Enter the ICES case number of the existing case to be linked to the
application case in the appropriate field and click on Search




Steps | Add a Program/AG Applicant K eeps | n-Office Scheduled Appointment
_!'(eiﬂta-\.d Search Case
ICES/Curam | = |—
Nun::ba;r? Reference:
S5MN: I l—
{Don't enter ICES RIE:
dashes}
First: |mim Middle /Ml Last: Ime
(dd!mm/s?ﬁf?‘:)
ik | s caunty: |
City: | State: 'I Zip Code: I
[ search ][ Reset | [ cancel |
Action Case NMame 550 Case Type Case Reference Date Created E
TEEMY ME 304-23-1254 Standard 2000380598 10/10/2007
= Select the Standard Case number, which will take you back to the
Application Case Home page. A case number must be selected at this point
in timeto link the Application Case to the Standard Case.
= Click on Related Casesin the Left Navigation to navigate from the
Application Case to the Standard Case. To navigate from the Standard Case
back to the Application Case, click on Applicationsin the left navigation.
= Click on the ICES case number under Case Reference which will take you
to the Case Home page

3. Log applicant in as seen on screen CSODA by entering “X” inthe“S” (select) field.

4, From the Case Home Page in the WFMS, click Documents from the Left Navigation.
Review all supporting documents, if any, submitted along with the application. If any
supporting documents satisfy the verification requirement, remember to enter the
appropriate information and verification code in |CES during the interview.

L]
Documents
L]
The WFM S will navigate to the Documents Page.
5. From the Documents page click view to see the document’ s details.
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Steps

Add a Program/AG Applicant Keeps I n-Office Scheduled Appointment

2 FSSA - WFMS Documents: MOM CASETWO!

rosoft Internet Explorer provided by FS5A - State o
File Edt Yew Favoites Tooks  Help

eaazk - @ - B @ \;{:]|p55arch *Favﬂntes & Qv % = D % 3

Address [{€] https:/{s990atapoL.iem.local: 11213(HC55Applicationfen_US/EMStandardCaseDocument _lstindexedDocumentsPage. do?caselD=90015533776_o3rp

Documents: MOM CASETWOO - 2000085098 Heip |

Ap) ((Search Non-Indexed Documents | [[Attach Document | [ Delink & Search Case | [Delink & Search Person | [ Delink_|
O Documents

O Members
O Addresses
O Phone Numbers:

To View additional document detail or Edit the document detail, click on the Yiew or Edit link.

To Delink documents fram this list and Attach the documents to another case or persan, check the appropriate box
(es); then select the Delink & Search Case or Delink & Search Person hutton,

To Delink the documents only, select Delink.
o 5““_“3"‘?"“' Review Note: To select All documents in this list, check the top box (next to Action).

O Change Checklist

O Solicited Documents I Action Document Type 20CUMent Client Peceipt Date  Status iy
R MName [P 10
Requests
O Correspondence i Bay HIeRY
] Wiew |Edit Income e CASETWOO 12/3/2007 accepted snooozs4sn |
O Notes P SRS SR
ot 7 Unknown Mo
Asset, tRev b
O Asse _{Tﬂls Review | Wiew |Edit e Unkniow CASETWOO 12/3/2007 Accepted 9000029460
O Benefit Recovery Unk MOM
: nknown
O Tasks ] Wiew | Edit o e Unknown CASETWOO 12/3/2007 Accepted 9000029480
Photo
identification MO
] Wiew |Edit Yital Statistics Dther‘than CASETWOO 12/3/2007 Accepted 9000029460
driver's
license
HIP Client
HIP Client oy MO
] Wiew | Edit otics Report 3 CASETWOO 12/4/2007 accepted 9000029460
Change
HIP Prwrer HIR Power =

& [T TS [ mene
A start| =5 work Tnstructions & F55A - WFMS Docume... | 8] Work Instructions - Com... @)% RoMERS 703

Within the View Document Details screen click the document name hyperlink to view

the document itself, take appropriate action in ICES.
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Steps

Add a Program/AG Applicant Keeps I n-Office Scheduled Appointment

File Edt Yew Favoites Tooks  Help

) FSSA - WFMS Yiew Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by F55A = State of Indiana

Q- O - ¥ 7] “ |p5&arth 5 Favorites {77)

2rew- JdF3

Address [] https:jjs990atapd

al -
s Adminis a ‘:‘

Document Type:
Document Mame;

Chemt;/caae Name:

Dalivery Method;
Language:

Comments:

Iocal: 11213jHCSSApplication e USﬂEMStandard[asaDnEumer\t_\d\ewAttathment?aga‘dn?Enr\cemRn\aID:BEIEIZEE-Z547&EDmmun\EatanID:BDDZ?Z‘Ej Gu

Yiew Attachment Details APPLY NOW - 2000095808

Eligibility Support Documents

Interactive SEC Interview
G

ide

ARPLH RO, Attachment Mame:
Attached File Date;
English Status!

INTERACTIVE SEC
INTERVIEW GUIDE.doc

Received

Attachment Comments

[ Edit

] (Delink & Search Case | [Delink & Search Person | [ Delink | [

Close |

|

&) pone
i start| (31) 18M Rational Portfolia Ma. . || ] FSSA - WFMS View Att... ] work Instructions - SEC ...

T & e memet

BT LI

Click on close. The WFM S will navigate back to the Documents Page.

Search for any additional tasks related to the case that may be outstanding. From the
Documents Home page click on Tasks from the Left Navigation.
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Steps

Add a Program/AG Applicant Keeps I n-Office Scheduled Appointment

O Applications

O Documents

O Members

O Addresses

O Phone Numbers

O Pending ¥Yerification
Checklist

O Data Collection
Checklist

O Second Party Rewiew
Checklist

O Change Checklist

O Solicited Documents
Requests

Q Correspondence

O Notes

O AssetfTrust Review
O Benefit Recovery

O Tasks

The WFM S will navigate to the Tasks page. Take note of any outstanding tasks that
may need to be addressed. Selecting a task listed to a queue in which you are assigned
will reserve that task in your 1D to be worked, closed or parked. Navigate back to the

Case Home page by clicking on Home in the Left Navigation.
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Steps

Add a Program/AG Applicant Keeps I n-Office Scheduled Appointment

3 FSSA - WFMS Tasks: JOHN SMITH - 3000372981 - Microsoft Internet Explorer provided by F&5A - Gtate of Indiana - & x|
Fle Edt Yiew Favorites Tooks Help | e
reck - ) - ﬂ IELI ;\J|/7.}SEETE"Y \;\'(Favnntes &) ~ig W - el ﬁ 2
Address [{€] https://s990atapnL.iem.local: 11213/HC5Applcationfen_US/EMStandard_istTaskPage. dovcaselD=30003729816,_03rpu=EMstandard_homePage. dovaFeaselD%30300 x| [ Go |Lwnks i
0
0 sks: JOHN SMITH - 3000372981 (Help |
O
O Men (Create Task ] [ Close Selected Tasks |
O
o | Task 1D Subject Priority Status Eserved Deadling
O
] 9000036699 1068 - Reported Change High Open iéﬂg/zmu?
* State Review and Eligibility
L 2000074544 Determination - System High Closed
Q Generated - FS #01
O L Q000085504 pm call back Medium Parked dofssasec ffgéEUUB
O ¢ - ; :
- Q000085505 Spend-down/Liahility Correction Medium Gen difeeaste 2/?9/2DDB
o)l o (e e 16:30
O [ Create Task | [ Close Selected Tasks |
0
O
CEEIT |
&l pane [T 1S [ mternet

i start| (30 18 Rationsl Fortfolis .. |[ 27 FasA - WFMS Tasks:.. 8] work Instructions - SE.... | £ Fssa - wems Fssasu... | 1 unttled - paint |2 merg e @ =zsm

Goto ICES. *Note: check to see if aredetermination is pending before attempting to
complete the Add a Program using AEREYV. If aredetermination is pending, the
AEREV driver can not be invoked.

Enter TRAN: AEREV; PARMS: ICES Case Number.

NEXT TRAN:

10.

On ICES screen AEICP, enter Y for the program(s) requested on the application.
Complete appropriate ICES screens during the interview with the applicant. Identify
missing or incomplete information in ICES with question marks.

*Note: if an individual in the assistance group is IMPACT sanctioned and expresses
the desire to cure their sanction, the task “Intent to Cure” must be generated
immediately to Arbor directing the task to the Arbor Area queue associated with the
applicant’ g/recipient’ s residence.

REFER TO (INSERT HYPERLINK) CREATE A TASK
Volume 7 Common Processes — Section 3.111.2

53




Steps

Add a Program/AG Applicant Keeps | n-Office Scheduled Appointment

CHOICE OF PROGRAMS 14:59
Y: 49 CASE : 3000347793 W T49704 4 A TEST/ROGER
ACTIVITY D
ALL LISTED INDIVIDUALS APPLY FOR CAS

INDIVIDUAL ASH,MEDICAL,FS CASH MEDICAL

1 MEDIC D ; N

11. | Complete the SEC Interview Guide and attach it to the Standard Casein WFMS,
REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE FILE
SERVER Volume 7 Section 3.11.4.12, Steps 1 - 12.

12. | Run ED/BCin ICES, reviewing all Assistance Group and Financial Summary Screens
for accuracy.

13. | From the Case Home Page, under the Options cluster, click Initiate Data Broker.
I

Initiate Data Broker
NOTE: Data Broker not available for Pilot.

14. | If necessary, reference Volume 7 Common Processes CREATE A TASK — Section
3.11.1.2 (INSERT HY PERLINK), to create of the tasks that are necessary for
processing the application:

a. Suspected Fraud Referral

b. Asset/Trust Review Requested

c. Systematic Alien Verification Entitlement (SAVE) Request
15. | Review ICES screen AEWAA. Evauate the reason codes for potential eligibility.
16. | Review al budget results with the applicant, and advise them of their Rights and

Responsibilities. Review ICES screen AEPND with the applicant to evaluate missing
information and/or verification(s) outstanding, if any.

Enter TRAN: AEPND; PARMS ICES Case Number.




Steps | Add a Program/AG Applicant K eeps I n-Office Scheduled Appointment
PENDING DATA FOR ELIGIBILITY DECISIONS
7 T49704
PENDING
01 MEDIC D  AEIDP  PROOF OF MA DISABILITY
If there is no pending information and/or verifications, skip to Step 18.
17. | FI 2032/FI 2032A: The Fl 2032 Pending Verifications for Applicants-Recipientsis

pre-populated with information regquested on the Pending V erification Checklist.
Therefore, it is necessary to complete the Pending Verification Checklist in the WFMS
before creating correspondence. The FI 2032A Pending Verifications for Applicants-
Recipients for Application Caseis NOT pre-populated with information requested on
the Pending Verification Checklist. The FI 2032A Pending Verifications for
Applicants-Recipients for Application Case should be used when only an application
case exists or at the expedite appointment for an Add a Program/AG when the client
name is not yet listed in the WFM S standard case.

TO MODIFY THE PENDING VERIFICATION CHECKLIST

3 F55A - WFMS Pending Yerifications Checklist: PATTY JAMES - 1002006003 {messages present) - Microsol i -1=] %]

Flo Edt Vew Favortes Tooks Hep | &

QBaEk €~ ﬂ lg] :‘]|/7.‘Searth \;'\'(Favuntes @‘ = & ﬁ 3

Address !:Lsﬂﬂs:ttsBQD\papDZ‘|em‘\ncaI/H[SSADpllcat\nr\tar\_LIS/EMStar\dard_chackllstFEnd\nngewPage.dn?casE[D:1EIEIZIJEIE-EIDs&type:FENDBud:El&r\Ext:&_nﬂrpu:EMStandard_hc j a Go | Links >

S
Family and Social
@ Services Administration

(&

0
. ing Verifications Checklist: PATTY (Help |
O
0 @ The oldest checklist is being displayed
O
> options. |
: Read Previous Checklist Read Current Checklist
O Checklist Details
0 Type: Pending Yerification Checklist Status: In Progress
Checklist: |1 of 1 In Progress/Completed: 1 (1)/0
:
0
Required Checklist Item Clients e
O =] Age
2 [} US Citizenship
O
Z r Immigration Status
O [} Social Security Number
~ Residence / Shelter Expense PATTY
[} Utility Expense
- Relationship
[Crecont items ) r dentity
=2 Bank Accounts / Financial Holdings PATTY
& vehicles
[} Real Property / Life Interest =l

&
) start| ) work Instructions - 5E€ ... | [ F55a - WFMS Pending...

T e

@3 | & MR = 1041 pm




Steps

Add a Program/AG Applicant Keeps | n-Office Scheduled Appointment

If missing or incomplete information is identified on AEPND in ICES, review the
Pending Verification Checklist located in the WFMS case and modify, if necessary.
Note: The most current Pending Verification checklist will auto populate the FI 2032.

e From the Case Home Page Click on Pending Verification Checklist in Left
Navigation.

o  WFMSwill navigate to Pending Verification Checklist..
o Click on Edit at the bottom of the Current Checklist.

e The Current Checklist will display

e Click on any item(s) that are needed to add or remove.

e Click on the name of client to whom the item pertains. CTRL CLICK: To
add more then one member per item or to remove a member, the ctrl button on
the keyboard needs to be pressed while clicking on the additional name to be
added or name to be removed.

o For recertification interviews select Summary of Eligibility Redetermination
Information and Rights and Responsibilities. Thisform will include client
information provided by the client during the data gathering interview.
WFMS will create the packet separately from the FI2032 to be mailed the
following day. The client isto review, sign, date and return the summary.

| Summary of Eligibility Redetermination Information

Click Save.

18.

Click on Correspondence in Left Navigation to generate the FI 2032 and any
additional forms. Take special careto verify that the deadline date is correct on
the Create Correspondence Details page.

Refer to SEND NOTICE WORK INSTRUCTIONS IN VOLUME 7 COMMON
PROCESSES — Section 3.11.4 (INSERT HY PERLINK) - TO:

e VIEW CORRESPONDENCE HISTORY IN WFMS Section 3.11.4.7 (INSERT
HY PERLINK) to view an FI-2032 created by Non-state Coalition staff.

e CREATE CORRESPONDENCE IN WFMS Section 3.11.4.3 (INSERT
HY PERLINK) to create the FI-2032, if necessary.

e EDIT CORRESPONDENCE IN THE WFMS Section 3.11.4.8 (INSERT
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Steps

Add a Program/AG Applicant Keeps I n-Office Scheduled Appointment

HY PERLINK) to edit/modify the deadline date of an FI-2032 created by Non-
state Coalition staff, if necessary.

e DELETE CORRESPONDENCE IN THE WFMS Section 3.11.4.9 (INSERT
HY PERLINK) to delete an FI 2032 created by Non-state Coalition staff, if
necessary.

e REFER TO (INSERT HYPERLINK) PRINT CORRESPONDENCE IN SEND
NOTICE WORK INSTRUCTIONS VOLUME 7 COMMON PROCESSES
3.11.4.6 for correspondence (FI-2032/Coversheet) that will be given directly to
the applicant. Take special care to verify that the deadline date is correct on the
Create Correspondence Details page. It may need to be modified. Remember to
click on Edit on the Correspondence page and click on Pending V erification
Hand Delivered on the Modify Correspondence Details page to avoid having
WFMS mail the FI-2032. Volume 7 Common Processes — Section 3.11.4.6

Note: Thefirst screen of Create Correspondence will allow the user to enter an
additional address for third party correspondence or an alternative mailing address if
the WFM S mailing address is not current. Refer to ICES for current mailing address.

edle LOorrespondence

CorrespondenceDetails - Addressee

4ddressee Type: IThird Party L!

If Address Type is Participant, select the Member Name

Asddressee Mame: I 'I

If Address Type is Third Party or Authorized Representative

Addressee Mame: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Pa

address Line 1: |

Address Line 2 |
City: I

State: | j

Zip: |

Select The Participant This Correspondence Is In Regards To

e ——]
Mernber Name: |LAURA BUSH =]

[ save ][ cancel |

*Note: if an individual in the assistance group is IMPACT sanctioned and expresses
the desire to cure their sanction, the user selected task “Intent to Cure” must be
generated immediately to Arbor directing the task to the Arbor Area queue associated
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with the applicant’ S/recipient’ s residence

19.

Authorize the AG(s) if appropriate.

20.

Issue over the counter EBT card if appropriate. Refer to the EBT policy guide for
instructions.

21.

InICES, enter TRAN: CLRC PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes regarding the application processing (following guidelines for entering
information into CLRC).

22.

Left click on Home in the left navigation. From the Case Home I€ft click on the
“Generate Internal Cover Sheet” button in the top right of the page to generate a
“Document Transfer Cover Sheet” which must accompany any submitted verifications
that will be faxed immediately to the Document Center by the SEC. A “File
Download” box will appear. Left click on “Open”. Left click on the printer icon in the
upper left hand portion of the screen and close the document screen. The printed
Document Transfer Cover Sheet must be hand modified and have “Image Only”
checked prior to faxing. The Application must be faxed separately.

23.

If processing a Medicaid Disability Application/Progress Report at the Food Stamp
interview follow the steps below:

Complete the Determination of Medicaid Eligibility Social Summary (Social
Summary) for medical and psychological treatment in the past 12 months. Refer to
(INSERT HYPERLINK) Creating an Attachment from the File Server in Volume 7,
Section 3.11.4.12, steps 1-12 to complete the Determination of Medicaid Eligibility
Social Summary and attach the form to Documents in the WFM S case.

If medical documentation is provided by the client generate a separate Internal Cover
Sheet selecting “Image and Process’ to accompany the documents and fax immediately
to the Document Center:

> Left click on Home in the left navigation. From the Case Home | eft
click on the “ Generate Internal Cover Sheet” button in the top right of
the page to generate a“ Document Transfer Cover Sheet” which must
accompany any submitted verifications that will be faxed immediately
to the Document Center by the SEC. A “File Download” box will
appear. Left click on “Open”. Left click on the printer icon in the
upper left hand portion of the screen and close the document screen.
The printed Document Transfer Cover Sheet must be hand modified
and have “Image and Process’ checked prior to faxing.

> Return to ICES screen AEMDT and update with the dates that the
notices have been sent; update CL SC with the actions taken regarding
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the notices for the MA D documents.

If acurrent exam is not needed, refer to Create Correspondence Work Instructions
(INSERT HYPERLINK) inVolume 7, section 3.11.4.2 (for athird party) and Print
Correspondence (INSERT HY PERLINK) in Volume 7, section 3.11.4.6 to perform the
following:

> Create an Initial Notice to Provider for Records (2322) for each
provider the client has been to in the past twelve (12) months as
indicated in Section 4 D of the Social Summary.

> Complete the fields on the form, as appropriate.

> Use the Add Additional Correspondence function to generate a
Determination for Disability Authorization for Release of Medical
Information (OMPP 3512) form with each Provider request.

> Use the Add Additional Correspondence function to generate any
additional form(s) needed to accompany the request such as the
Authorization for Examination to Determine Disability for Medical
Assistance (OMPP 251),Determination of Medicaid Disability Medical
Information (OMPP 251A) or the Physicians-Optometrist Report on Eye
Examination (OMPP 0045).

> A General Use Coversheet is generated with each request for the
provider to utilize.

> For multiple Providers the process must be repeated for each Provider.

e Have applicant sign the releases.

e A copy of the signed release forms should accompany the General Internal
Covershest as “Image Only” that will be faxed immediately to the Document
Center by the SEC. Refer to step 22.

e Mail the hardcopy original request(s) and signed release(s) to the Provider(s).

e After sending the Initial Notice to Provider for Records (2322), return to
ICES screen AEMDT and update with the dates that the notices have been
sent; update CLSC with the actions taken regarding the notices for the MA D
documents.

If acurrent exam isneeded or Provider information isnot supplied, provide the
applicant with a pending notice (FI 2032), and the Initial Action Notice to Applicant
(F1 2320). Refer to Create Correspondence Work Instructions (INSERT
HYPERLINK) inVolume 7, Section 3.11.4.2.

¢ Note: If the applicant/client has an Authorized Representative (AR),
remember to add an additional addressee so that the AR also receives the
correspondence.
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e Returnto ICES screen AEMDT and update with the dates that the notices
have been sent; update CL SC with the actions taken regarding the notices for
the MA D documents.

24.

Remember to close any task enacted upon. To do so, Click on Close Task on the Task
Home page.

/3 FSSA - WFMS Task Home - Microsoft Internet Explorer provided by FSSA - State of Indiana: _|&] x|
Fle Edt Yiew Favorites Tooks Help | e
€ . - o | @ i) A e 7 A

O - O~ ) B (3] Dt Frremin B3 3 51 I B B

Address I:E:Ehttps:#s?gﬂatapﬂl‘lem‘\ncal:1l2l3tHCSSAppllcatlnn/er\_UStTaskManagemer\t_tasanmaPage.dn?tasle:QDDDEI?l428&_03rpu:FSSA_user_hnmaFage‘dn _vJ Gu |Lwnks i

.f’-“y S~ h
W Scrvices Administration 4

X
0 Close Task Eorward Task Un-Park
O Park Task Un-Reserve

Subject

1036 - State Review and Eligibility Determination - ADCR #01, FS #01, MA C #01, Ma X #01

| recentitems 7] = Task ID; 5000071428 Status, Parked

Priority: High Deadline; 2/20/2008 18:00
Reserved By: Deb Croshy Last Assigned: 2/23/2008 10:01
Time Worked: 00:00 Park Deadline; 2/28/2008 08:15

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction.
Task parked.

I
&l pane [T 1S [ mternet

i start| (30 18 Rationsl Fortfoli .. |[ &7 FaSA - WFMS Task H... 8] work Instructions - SE.... | £ Fssa - wems Fssasu... | 1 unttled - paint |[Famerg e @ »mom

25.

Go to CSOUU to enter the work ID of the interviewer.

26.

Assigned worker will need to note
L L

client as being seen by the entry of “Y” on CSOWL.
IENT ED I:I LINa ’

MWAME © J0AR

HAME
INS
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6.0 Redetermination Scheduled I n-Office (At Client’s Request)

Redetermination appointments scheduled at Local Offices for SEC interviews will be those who
have requested an in-office interview. All scheduled appointments for the Local Office are
displayed on CSODA.

If additional programs are requested at the Redetermination interview, refer to Section 5.0 ADD
A PROGRAM/AG KEEPS IN OFFICE SCHEDULED APPOINTMENT (INSERT

HY PERLINK),
Note: Every application must have a WFM S application case created.
Steps | Redetermination Scheduled | n-Office
1 Find and select the case in WFMS. WFM S will display the Case Home page.
F85A User Home
Process Request for Services Case
Apply Mow Person
Create Application Case Document
Create User Defined Task Taszk
Change Passwaord User
REFER TO (INSERT HY PERLINK) SEARCH
Volume 7 Common Processes — Section 3.11.3
2. From the search results, click on the appropriate case name.
Search Case [(Help )
ICES/Curam w
Case | | Case Type: :
Number:
SEMN: | | |
(Don't enter ICES RID:
dashes)
First: iJohn | Micdle M1 | i Last: i—E\Ek |
DOB: [ ]
(dd/mmdyyyy) |—|
Address | | Address | ‘ — |_ v
Linel: Lpegy, ————————————————— a
City: | I State: » Zip Code: | |
[ Search ][ Reset | [ Cancel |
Case Mame  SSK ICES RID Date of Birth Case Type ICES/Curam Case Number Date Created Status
JOHM BLAME 000-00-0000 300079687499 1/1/1970 Standard 3000373112 Open
WFMS will display the Case Home page.
3. From the Case Home Page in the WFMS,

61



Steps | Redetermination Scheduled | n-Office

2l FSSA - WFMS Case Home: JOHN BLANK - 3000373112 - Microsoft Internet Explorer

File Edt VYiew Favorites Tooks Hep

eaaCk i \.9 B @ :b pSearCh *Favurites & B. % - L_J ﬁ 2

Case Home: JOHN BLANK - 3000373112 Help

Options

Review Asset/Trust Process Benefit Recovery Generate Internal Cover Sheet
Submit Case for Authorization Subrmit Change for Authaorization

Status Date: 10/7/2007 Redetermination Date: 02/2008
Status: Open

CaseName

JOHMN BLANK Social Security  000-00-0000

Full Mame; Niriber

ited Documents

este Date af Birth: | 1/1/1970

300 N MAIN
Home Address: KOKOMO, Indiana 47396 Mailing Address:
Howard

Phone Numbers

Home Phone: Cell Phone:
Work Phone:

Assistance Groups

Effective/End ¥

Action Tupe Cat/Seq Autharized Re| Date Status

Yiew Food Stamps F5/01 Cpen

Next Aj |
&] Done D @ Trusted sites

Click Documents from the Left Navigation. Review all supporting documents, if any,
submitted along with the application. If any supporting documents satisfy the
verification requirement, remember to enter the appropriate information and
verification code in ICES during the interview.

The WFM S will navigate to the Documents Page.

4, From the Documents page click view to see the document’s details.
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FSSA - WFMS Documents: MOM CASETWOO

File Edt View Favorites Tools  Help

Q- O - ¥ 7] “ |p5&arch /' Favorites @‘ K-

WL

tIndexedDacumentsPage, do?casell

((Search Non-Indexed Documents | [[Attach Document | [ Delink & Search Case | [Delink & Search Person | [ Delink_|

O Members
O Addresses

O Phone Numbers. To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
O Pending Yerification (es); then select the Delink & Search Case or Delink & Search Person hutton,
t

To View additional document detail or Edit the document detail, click on the Yiew or Edit link.

To Delink the documents only, select Delink.

MNote: To select All documents in this list, check the top box (next to Action).

O change Checklist

O Solicited Documents I Action Document Type 20CUMent Client Peceipt Date  Status iy
R Name | 1D
Requests
O Correspondence Bay HIepY
= ] Wiew |Edit Income e CASETWOO 12/3/2007 accepted 9000029460
Notes - e et
ot 7 Unknown Mo
Asset, tRev b
O Asse _{Trus eview [ view|Edit B Unknown i [k Accepted 9000029460
O Benefit Recovery Unk MOM
: nknown
O Tasks ] Wiew | Edit o e Unknown CASETWOO 12/3/2007 Accepted 9000029480
Photo
identification MO
] Wiew |Edit Yital Statistics Dther‘than CASETWOO 12/3/2007 Accepted 9000029460
driver's
license
HIP Client
HIP Client oy MO
] Wiew | Edit otics Report 3 CASETWOO 12/4/2007 accepted 9000029460
Change
HIP Prwrer HIR Power

& [T TS [ mene
A start| =5 work Tnstructions & F55A - WFMS Docume... | 8] Work Instructions - Com... @)% RoMERS 703

Within the View Document Details screen click the document name hyperlink to view

the document itself, take appropriate action in ICES.
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) FSSA - WFMS Yiew Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by F55A = State of Indiana

F Ee e e e R | &

eﬁatk - @ - B @ \Q|p5&arth *Favﬂntes & Dav % ] - D el % 3B

Address [{€] https://s990atapoL.iem.local: 11213(HC55Application fen_US/EMStandardCaseDocument_viewAttachmentPage do?concermRolsID=90026625478communicationiD=000272: 7 | [£9 Go | Links >

Yiew Attachment Details APPLY NOW - 2000095808 Heip |

Document Type: Eligibility Suppart Documents

Document Name: LLeractive SEC Interview
Guide
5 . APPLY NOW . INTERACTIVE SEC
Client/Case Mame: Attachment Mame: INTERVIEW GUIDE. doc
Delivery Method; Attached File Date;
Language! English Status: Received
Attachment Comments

Comments:

[ Edit ) [Delink & Search Case ) [ Delink & Search Person | ([ Delink | [ Close |

[ &1 pone [T [ [5 menet
i start| () 181 Rationsl Portfolia Ma. . | | & FSSA - WFMS View Att... B Work Instructions - SEC ... O3 P B3R B

Click on close. The WFM S will navigate back to the Documents Page.

Search for any additional tasks related to the case that may be outstanding. From the
Documents Home page click on Tasks from the Left Navigation.
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O Applications

O Documents

O Members

O Addresses

O Phone Numbers

O Pending ¥Yerification
Checklist

O Data Collection
Checklist

O Second Party Rewiew
Checklist

O Change Checklist

O Solicited Documents
Requests

Q Correspondence

O Notes

O AssetfTrust Review
O Benefit Recovery

O Tasks

The WFM S will navigate to the Tasks page. Take note of any outstanding tasks that
may need to be addressed. Selecting a task listed to a queue in which you are assigned
will reserve that task in your 1D to be worked, closed or parked. Navigate back to the
Case Home page by clicking on Home in the Left Navigation.
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/J FSSA - WFMS Tasks: JOHN SMITH - 3000372981 - Microsoft Internet Explarer provided by FS5A - State of Indiana TS|

R e e | &

Gﬁatk -6 - \ﬂ @ :‘J | /;\JSEarEh \;;} Favorites e}‘ [v :f w - % 3

Address [{€] https://s990atapnL.iem.local: 11213/HC5Applcationfen_US/EMStandard_istTaskPage. dovcaselD=30003729816,_03rpu=EMstandard_homePage. dovaFeaselD%30300 x| [ Go

Ity
- (@
0
. t Tasks: JOHN SMITH - 3000372981 [(Help J
(Create Task ] [ Close Selected Tasks |
L Task 1D Subject Priority Status Eserved Deadling
m 2000036699 1068 - Reported Changs High Open iéﬂg/zmm
State Review and Eligibility
L 2000074544 Determination - System High Closed
Generated - FS #01
L1 9000085504 pm call back TMedium Parked dofssasec ffgéEUUB
- Q000085505 Spend-down/Liahility Correction Medium Gen difeeaste 2/?9/2DDB
o (e e 16:30
(Create Task | [ Close Selected Tasks |
&) pone T & e memet

i start| (1) 18MRational Portfolio .. |[& F55A - WFMS Tasks:.. 8] work Instructions - SE... | ] F55A - wEMSFssasu... | 1 untitled - paint |2 merg e @ =zsm

Navigate to ICES. Enter TRAN: AEORE PARMS: ICES Case Number.

Complete the AEORE driver with the applicant. |dentify missing or incomplete
information in | CES with question marks.

*Note: if an individual in the assistance group is IMPACT sanctioned and expresses
the desire to cure their sanction, the task “ Intent to Cure” must be generated
immediately to Arbor directing the task to the Arbor Area queue associated with the
applicant’ S/recipient’ s residence.

REFER TO (INSERT HYPERLINK) CREATE A TASK
Volume 7 Common Processes — Section 3.11.1.2

Complete the Interactive SEC Interview Guide and attach it to the case in WFMS.

REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE FILE
SERVER Volume 7 Section 3.11.4.12, Steps 1 - 12.

10.

From the Case Home Page, under the Options cluster, click Initiate Data Broker.
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Initiate Data Broker

NOTE: Data Broker not available for Pilot.

11.

If necessary, reference Volume 7 Common Processes — Section 3.11.1.8
to create and forward any of the tasks that are necessary for processing the
redetermination:

a. Suspected Fraud Referral
b. Asset/Trust Review Requested
c. Systematic Alien Verification Entitlement (SAVE) Request

12.

Review |CES screen AEWAA. Evaluate the reason codes for potential eligibility.

13.

Review all budget results with the recipient. Review |CES screen AEPND with the
recipient to evaluate missing information and/or verification(s) outstanding, if any.
Enter TRAN: AEPND; PARMS: ICES Case Number.

AEP
COUNTY: 49 CASE:
LAST ACTIVITY DATE: 07/0

INDIVIDUAL SCREEN INCOMPLETE INFORMATION

01 MEDIC D AEIDP  PROOF OF MA DISABILITY

14.

FI 2032/F1 2032A: The Fl 2032 Pending Verifications for Applicants-Recipientsis
pre-populated with information requested on the Pending V erification Checklist.
Therefore, it is necessary to complete the Pending Verification Checklist in the WFMS
before creating correspondence. The FI 2032A Pending Verifications for Applicants-
Recipients for Application Caseis NOT pre-populated with information requested on
the Pending Verification Checklist. The FI 2032A Pending Verifications for
Applicants-Recipients for Application Case should be used when only an application
case exists or at the expedite appointment for an Add a Program/AG when the client
nameis not yet listed in the WFM S standard case.

If the missing or incomplete information is identified in ICES with question marks,
modify the Pending Verification Checklist located in the WFMS casg, if necessary.
Note: The most current Pending Verification checklist will auto populate the FI 2032.
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3 F55A - WFMS Pending Yerifications Checklist: PATTY JAMES - 1002006003 {messages present) - Mictosolt Internet Explorer provided

Fle Edt View Favorites Tools  Help |#

eBaEk e O < B @ fh|/USEarch ‘Ef.\\?FavnntEs @‘ @v ; Pt |_J % 3

Address @ﬂﬂs:#s?gﬂ\papnz‘|em‘\ncal/H[SSAppllcat\nr\tar\_US/EMStar\dard_chacHlstFend\nngewPage.dn?case[D:1EIEIZIJEIE-EIDs&type:FENDBud:El&r\ext:&_narpu:EMStandard_hc | B e |unks >
= =
7 : o
=4 = =4
Pending Verifications Checklist: PATTY Heip |

@ The oldest checklist is being displayed

Read Previous Checklist Read Current Checklist

Checklist Details

Type: Pending Yerification Checklist
Checklist; 1 of 1

Status: In Progress
In Progress/Completed: 1 (1)/0

Checklist items

Required Checklist Item Clients -
Age

Us Citizenship

Immigration Status

Social Security Number
Residence / Shelter Expense PATTY
Utility Expense

Relationship

Identity

Bank Accounts / Financial Holdings PATTY

Vehicles

OORO0O0OR/[O00A8

Real Property / Life Interest =l

[T & [ meermet
3|2 [o M@ wum

E_| ) workrsstons -5 . [ G P~ WS P
TO MODIFY THE PENDING VERIFICATION CHECKLIST:
e Click on Pending Verification Checklist in Left Navigation.
o WFMS will navigate to Pending Verification Checklist.
e Click on Edit at the bottom of the Current Checklist.
e The Current Checklist will display
e Click on any item(s) that are needed to add or remove.

e Click on the name of client to whom the item pertains. Note: Ctrl Click To
add more than one member per item or to remove a member, the ctrl button on
the keyboard needs to be pressed while clicking on the additional name to be
added or name to be removed.

o Select Summary of Eligibility Redetermination Information. This form will
include client information provided by the client during the data gathering
interview. WFM S will create the packet separately from the FI2032 to be
mailed the following day. The clientisto review, sign, date and return the
summary.
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Steps | Redetermination Scheduled In-Office
|| Summary of Eligibility Redetermination Information
e Click Save.
15. | Click on Correspondence in Left Navigation to generate the Fl 2032 and any

additional forms. Take special careto verify that the deadline date is correct on
the Create Correspondence Details page.

Refer to SEND NOTICE WORK INSTRUCTIONS IN VOLUME 7 COMMON
PROCESSES — Section 3.11.4 (INSERT HY PERLINK) - TO:

e VIEW CORRESPONDENCE HISTORY IN WFMS Section 3.11.4.7 (INSERT
HY PERLINK) to view an FI-2032 created by Non-state Coalition staff.

e CREATE CORRESPONDENCE IN WFMS Section 3.11.4.3 (INSERT
HY PERLINK) to create the FI-2032, if necessary.

e EDIT CORRESPONDENCE IN THE WFMS Section 3.11.4.8 (INSERT
HY PERLINK) to edit/modify the deadline date of an FI-2032 created by Non-
state Coalition staff, if necessary.

e DELETE CORRESPONDENCE IN THE WFMS Section 3.11.4.9 (INSERT
HY PERLINK) to delete an FI 2032 created by Non-state Coalition staff, if
necessary.

e REFER TO (INSERT HYPERLINK) PRINT CORRESPONDENCE IN SEND
NOTICE WORK INSTRUCTIONS VOLUME 7 COMMON PROCESSES
3.11.4.6 for correspondence (FI-2032/Coversheet) that will be given directly to
the applicant. Take specia careto verify that the deadline date is correct on the
Create Correspondence Details page. It may need to be modified. Remember to
click on Edit on the Correspondence page and click on Pending Verification
Hand Delivered on the M odify Correspondence Details page to avoid having
WFMS mail the FI-2032. Volume 7 Common Processes — Section 3.11.4.6

Note: Thefirst screen of Create Correspondence will allow the user to enter an
additional address for third party correspondence or an alternative mailing address if
the WFM S mailing address is not current. Refer to ICES for current mailing address.
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Steps | Redetermination Scheduled In-Office
sddresses Type: |Third Party j
If Address Type is Participant, select the Member Name
Addressesa Narne: I 'I
If Address Type is Third Party or Authorized Representative
Addressee MNarme: |
Enter Address Details for Third Party or Authorized Representative. Information is optional for Pa
address Line 1: I
Address Line 2; |
City: |
State: I j
Zip: |
Select The Participant This Correspondence Is In Regards To
Member Name: |LAURA BUSH 7]
[ save ][ cancel |
*Note: if an individual in the assistance group is IMPACT sanctioned and expresses
the desire to cure their sanction, the user selected task “Intent to Cure” must be
generated immediately to Arbor directing the task to the Arbor Area queue associated
with the applicant’'s/recipient’s
REFER TO (INSERT HY PERLINK) CREATE CORRESPONDENCE to create an
additional General Use Document Cover Sheet to accompany the FI-2032 for the client
to use when returning verification, if necessary.

16. | Print and review the Rights and Responsibilities form with the recipient and obtain
signatures.

REFER TO (INSERT HYPERLINK) SEND NOTICE WORK INSTRUCTIONS in
Volume 7 Common Processes - Section 3.11.4.

17. | Inform the client the Summary of Eligibility Redetermination Information will be
mailed separately from the FI 2032 the following day and once received to review, sign
and return by the deadline date.

18. | Authorize the AG(s) if appropriate.

19. | Issue over the counter EBT card if appropriate. Refer to the EBT policy guide for
instructions.

20. | InICES, enter TRAN: CLRC PARMS: ICES Case Number.
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NEXT TRAN:

Enter case notes regarding the redetermination processing (following guidelines for
entering information into CLRC).

21

Create an Internal Cover Sheet marked “Image Only” to accompany any
redetermination documents submitted that must be faxed immediately to the document
center by the SEC.

For Medicaid Disability Add-a-Program A pplications/Progress Reports/Progress
Reports processed during the Redetermination interview, REFER TO (INSERT
HY PERLINK) Section 5.0 ADD A PROGRAM/AG APPLICATN KEEPS IN
OFFICE SCHEDULED APPOINTMENT.

22.

Remember to close any task enacted upon. To do so, Click on Close Task on the Task
Home page.

/3 FSSA - WFMS Task Home - Microsoft Internet Explorer provided by FSSA - State of Indiana. _|&] x|
Fle Edt Yiew Favorites Tooks Help | o

@Ba[k -6 - \ﬂ @ :J | /;‘JSEarEh \;;} Favorites e}‘ [':'?jv :f w - % 3

Address [{€] https:/{s990atapnL.iem.local: 11213{HCS5APplication fen_US/TaskManagement_taskHomePage. do?taskiD=900007 14288 _o3rpu=F55A_User_homePage.do

%= Task Home Help |

rovigation ——

Close Task Eorward Task Un-Park
Park Task Un-Reserve

Task ID: 9000071428 Status: Parked

Priority: High Deadline; 2/20/2008 18:00
Reserved By: Deb Croshy Last Assigned: 2/23/2008 10:01
Time Worked: 00:00 Park Deadline; 2/28/2008 08:15

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction.
Task parked.

|

&) pone T & e memet
i start| (1) 18MRational Portfolio .. |[& F55A - WFMS Task K. 8] work Instructions - SE... | ] F55A - wEMSFssasu... | 1 untitled - paint |[Famerg e @ »mom

23.

Log applicant in as seen in screen on CSODA by entering “ X" inthe“S’ (select) field.

24,

Go to CSOUU to enter thework ID of the interviewer.

25.

Assigned worker will need to note client as being seen by the entry of “Y” on CSOWL.
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CS0WL ; DULING
TN L ESF

WORKER ID: 97JCAR MWAME © J0AN

E
ZH A \ME

7.0 Redetermination Scheduled I n-Office (No Telephone)

Redetermination appointments will be scheduled at Local Officesfor individualswho do not
have atelephone. ACS Service Center staff will conduct the interview by calling the Local
Office and speaking with the recipient and transfer the call to a SEC in the Service Center for the
certification interview. All scheduled appointmentsfor the Local Office are displayed on
CSODA. Local Office staff should view CSODA periodically throughout the day as additional
appointments may be added. Local Office staff must coordinate the incoming calls with the
scheduled recipient(s).

Warm Transfer Not Completed:

If the warm transfer is not completed, the Eligibility Specialist will inform the client, they will
need to speak to a State Eligibility Consultant in that office to complete the SEC interactive
interview part of the process. Redetermination appointments scheduled at Local Officesfor
phone interviews and a warm transfer was not completed, the SEC will complete the interactive
interview in the office. All scheduled appointmentsfor the Local Office are displayed on
CSODA.

If additional programs are requested at the Redetermination interview, refer to Section 5.0 ADD
A PROGRAM/AG KEEPS IN OFFICE SCHEDULED APPOINTMENT (INSERT
HY PERLINK),

Note: Every application must have a WFM S application case created.

Steps | Redetermination Scheduled In-Office (No Telephone) —Warm Transfer Not
Completed

From the User Home page, find and select the casein WFMS.

1 REFER TO (INSERT HY PERLINK) SEARCH
Volume 7 Common Processes — Section 3.11.3
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FSSA User Home

My Shortcuts

Process Request for Services Case
Apply Mow Person
Create Application Case Document
Create User Defined Task Tazk
Change Passwiord User

WFMS will display the Case Home page.

From the search results, click on the appropriate case name.

Search Case

Search Criteria
ces/curan | |

Case Case Type:
Humber:
=1=1H | |
{Don't enter ICESRID: b0——u—
dashes)

First: |J0hn | Middla/MI: Last: |—Blank |

DOB: i
2. {dd/mmyyyyi |
Line1: | | Line2: Sy
City: | | State: b Zip Code: |
[ search ][ Reset | [ cancel ]
Case Mame  SSN ICES RID Cate of Birth Case Type ICES/Curam Case Mumber Date Created Status
JOHK BLANE  000-00-0000 300079687499 17171970 Standard 3000373112 Open
WFMS will display the Case Home page.
3. From the Case Home Page in the WFMS,

73




Steps

Redeter mination Scheduled In-Office (No Telephone) —Warm Transfer Not
Completed

2l FSSA - WFMS Case Home: JOHN BLANK - 3000373112 - Microsoft Internet Explorer

File Edt VYiew Favorites Tooks Hep

@Ba(k i &9 B @ (h psear:h *Favnmas & @. ; o - \__J ﬁ 3

Case Home: JOHN BLANK - 3000373112

Options

Review Asset/Trust Process Benefit Recovery Generate Internal Cover Sheet
Subrmit Case for duthorization Subrmit Change for suthaorization

Status Date: 10/7/2007 Redetermination Date: 02/2008
Status: Open

GaseName

Fulll Naned JOHM BLANK Social ‘SECUHQI/ 000-00-0000
Mumber:

Date of Birth:  1/1/1970

300 N MAIN
Home address: KOKOMO, Indiana 47396 Mailing Address:
Howard

Phone Numbers
Home Phane: Cell Phone!
Wark Phone;

Assistance Groups

Effective/End

Status

Action Type Cat/Seq Authorized Rep bata
e Food Stamps FS/01 Open
i
&) Dane S @ Trusted sites

Click Documents from the Left Navigation. Review all supporting documents, if any,
submitted along with the application. If any supporting documents satisfy the
verification requirement, remember to enter the appropriate information and
verification code in ICES during the interview.

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’ s details.
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 FSSA - WFMS Documents: MOM CASETWOO - 2000085098

rosoft Internet Explorer provided by FS5A - State o

ERELDIWL

IS{EMStandardCaseDocument _istindexedDocument sPage, do?caseID=900155337 76 _odrp

File Edt View Favorites Tools  Help

Q- O - ¥ 7] “ |p5&arch 5 Favorites {77)

Address [{€] https:/{s990atapnL.iem.local: 11213(HC5Application/fen,

Documents: MOM CASETWOO - 2000085098

((Search Non-Indexed Documents | [[Attach Document | [ Delink & Search Case | [Delink & Search Person | [ Delink_|

O Members

O Addresses

O Phone Numbers. To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
rification (es); then select the Delink & Search Case or Delink & Search Person hutton,

To View additional document detail or Edit the document detail, click on the Yiew or Edit link.

To Delink the documents only, select Delink.

O Second Party Review
Checlkdli

O change Checklist

MNote: To select All documents in this list, check the top box (next to Action).

O Solicited Documents I Action Document Type 20CUMent Client Peceipt Date  Status ?s'ateﬂ
Requests Name — 10
O Correspondence ; Bay HIPPY
= ] Wiew |Edit Income e CASETWOO 12/3/2007 accepted snooozs4sn |
Notes - e et
ot 7 Unknown Mo
Asset, tRev b
O Asse _{Tﬂls Review | Wiew |Edit e Unkniow CASETWOO 12/3/2007 Accepted 9000029460
O Benefit Recovery Unk MOM
: nknown
O Tasks ] Wiew | Edit o e Unknown CASETWOO 12/3/2007 Accepted 9000029480
Photo
identification MO
] Wiew |Edit Yital Statistics Dther‘than CASETWOO 12/3/2007 Accepted 9000029460
driver's
license
HIP Client
5 HIP Client T MO
] Wiew | Edit otics Report 3 CASETWOO 12/4/2007 accepted 9000029460
Change St
HIP Prwrer HIR Power =
[T T8 [ meermet

& start| ) Work Instructions & FS5A - WFMS Docume... 8] Work Instructions - Com... 2

TlAoMEmm e 7oz

Within the View Document Details screen click the document name hyperlink to view
the document itself, take appropriate action in ICES.
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) FSSA - WFMS Yiew Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by F55A = State of Indiana

Fle Edt Yiew Favorites Tooks Help |.ﬂ’

0= -0 HNE G| = s B3 5- A B

Address [{€] https://s990atapoL.iem.local: 11213(HC55Application fen_US/EMStandardCaseDocument_viewAttachmentPage do?concermRolsID=90026625478communicationiD=000272: 7 | [£9 Go | Links >

- ™™
ial x )
Administratio )
I~
Yiew Attachment Details APPLY NOW - 2000095808 @

Document Type: Eligibility Suppart Documents

B osam st Meras Interactive SEC Interview
; Guide
. APPLY NOW . INTERACTIVE SEC
Client/Case Mame: Attachment Mame: INTERVIEW GUIDE. doc
Delivery Method; Attached File Date;
Language! English Status: Received
Attachment Comments

Comments:

[ Edit ) [Delink & Search Case ) [ Delink & Search Person | ([ Delink | [ Close |

|

[&] pone [T T [5 [ mternet
i start| (31) 18M Rational Portfolia Ma. . || ] FSSA - WFMS View Att... ] work Instructions - SEC ... O3 % 333 M@ o:16PM

Click on close. The WFM S will navigate back to the Documents Page.

Search for any additional tasks related to the case that may be outstanding. From the
Documents Home page click on Tasks from the Left Navigation.
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navigation

O Home

O applications

O Documents

O Members

O Addresses

O Phone Numbers

O Pending Yerification
Checklist

O Data Collection
Checklist

O Second Party Review
Checklist

O Change Checklist

O Solicited Documents
Requests

QO Correspondence

O Notes

O Asset/Trust Review
O Benefit Recovery

O Tasks

The WFM S will navigate to the Tasks page. Take note of any outstanding tasks that
may need to be addressed. Selecting atask listed to a queue in which you are assign

ed

will reserve that task in your 1D to be worked, closed or parked. Navigate back to the

Case Home page by clicking on Home in the Left Navigation.
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7 FSSA - WFMS Tasks: JOHN SMITH - 3000372981 - Microsoft Internet Explorer provided by FS5A - State of Indiana

Fle Edt Yiew Favorites Tooks Help |§P

eﬁatk - @ - B @ ib|/[,355arch ‘if‘\?FavnntEs @‘ 8' :!\g ] - |_J ﬁ % ‘ﬁ

Tasks: JOHN SMITH - 3000372981 Help |
(Create Task ] [ Close Selected Tasks |
L Task 1D Subject Priority Status Eserved Deadling
(m) 90000366599 1068 - Reported Changs High Open iéﬂg/zmm
State Review and Eligibility
| 2000074544 Determination - System High Closed
Generated - FS #01
[ @ 9000085504 pm call back Medium  Parked defesacec ffgégwg
Spend-down/Liahility Correction 2/29/2008
7 @ 9000085506 LS Medium Open dcfssasec 16:30
(Create Task | [ Close Selected Tasks |
&) pone T & e memet

i start| (1) 18MRational Portfolio .. |[& F55A - WFMS Tasks:.. 8] work Instructions - SE... | ] F55A - wEMSFssasu... | 1 untitled - paint |2 merg e @ =zsm

Complete the Interactive SEC Interview Guide and attach it to the case in WFMS.

REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE FILE
SERVER Volume 7 Section 3.11.4.12, Steps 1 - 12.

From the Case Home Page, under the Options cluster, click Initiate Data Broker.
I

Initi Ciata Broker

NOTE: Data Broker not available for Pilot.

10.

If necessary, reference Volume 7 Common Processes — Section 3.11.1.8
to create and forward any of the tasks that are necessary for processing the application:

c. Suspected Fraud Referra
d. Asset/Trust Review Requested
c. Systematic Alien Verification Entitlement (SAVE) Request
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11.

Review |CES screen AEWAA. Evaluate the reason codes for potential eligibility.

12.

Review all budget results with the recipient. Review |CES screen AEPND with the
recipient to evaluate missing information and/or verification(s) outstanding, if any.
Enter TRAN: AEPND; PARMS: ICES Case Number.

01 MEDIC D

13.

PENDING DATA ELIGIBIL ECISIONS
3 T49704

PENDING

AEIDP  PROOF OF MA DISABILITY

Once the missing or incomplete information is identified in |CES with question marks,
modify the Pending Verification Checklist located in the WFM S case, if necessary.
Note: The most current Pending Verification checklist will auto populate the FI 2032.

/3 FS5A - WFMS Pending Yerifications Checklist: APPLY NOW - 2000095808 (messages present) - Micros v =lelx]
Fle Edt View Favorites Tooks Help | o
(Deack - () - ﬂ lg] _:‘J | /' ) Search \j":( Favorites {5) ‘ sl ] - Hes
Adiress [{€) hitps 1/5990atap01 iem local: 1121 3/HCSSApplication/en _US/EMstandard_theckistPendingliewPage. do?caselD=9002662501 8t ype=PEND&d=08ncxt=6:_oarpu=EMstancy] (69 Go | unks
Y s -
@) Family and Social
¢ Services Administration
Crovigaton —— IS
0
0 APPLY NOW - 2000095808 Help.
O
0 © The oldest checklist is being displayed
O
:
Read Prewious Checklist Read Current Checklist
:
0 Type: Pending Yerification Checklist Status: In Progress
Checklist: |1 of 1 In Progress/Completed: 1 (1)/0
:
. Required Checklist Item Clients |
0 [l Age
2 r US Citizenship
: [} Immigration Status
0 r Social Security Number
r Residence / Shelter Expense
) utility Expense
[} Relationship
[ recenthoms o ey
r Bank Accounts / Financial Holdings
] vehicles
r Real Property / Life Interest Ll
oo e

'/ start| (i) 16M Rational Portfolia Ma... | | £ FSSA - WFMS Pending... ] Work Instructions - SEC ... BT
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TO MODIFY THE PENDING VERIFICATION CHECKLIST:

Click on Pending Verification Checklist in Left Navigation.
WFM S will navigate to Pending V erification Checklist.
Click on Edit at the bottom of the Current Checklist.

The Current Checklist will display
Click on any item(s) that are needed to add or remove.

Click on the name of client to whom the item pertains. Note: Ctrl Click To
add more than one member per item or to remove a member, the ctrl button on
the keyboard needs to be pressed while clicking on the additional name to be
added or name to be removed.

Select Summary of Eligibility Redetermination Information. Thisform will
include client information provided by the client during the data gathering
interview. WFMS will create the packet separately from the FI2032 to be
mailed the following day. The client isto review, sign, date and return the
summary.

|| Summary of Eligibility Redetermination Information

Click Save.

14.

To generate the FI 2032 and any additional forms REFER TO (INSERT
HY PERLINK) SEND NOTICE Volume 7 Common Processes — Section 3.11.4 - TO:

VIEW CORRESPONDENCE HISTORY IN WFMS to view an FI-2032
created by Non-state Coalition staff.

CREATE CORRESPONDENCE IN WFMSto create the FI-2032, if necessary.

EDIT CORRESPONDENCE IN THE WFMS to edit/modify the deadline date
of an FI-2032 created by Non-state Coalition staff, if necessary.

DELETE CORRESPONDENCE IN THE WFMS to delete an FI 2032 created
by Non-state Coalition staff, if necessary.

REFER TO (INSERT HYPERLINK) PRINT CORRESPONDENCE IN SEND
NOTICE VOLUME 7 COMMON PROCESSES 3.11.4.6 for correspondence that will
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be given directly to the applicant (Use the Save and Print feature. Remember to go to
Edit Correspondence and click on Pending Verification Hand Delivered to avoid
having the WFM S mail a copy of the FI-2032). Take special careto verify that the
deadline dateis correct on the Create Correspondence Details page.

Volume 7 Common Processes — Section 3.11.4.6

CorrespondenceDetails - Addressee

addressee Type: IThird Party _'_!

If Address Type is Participant, select the Member Name

Asddressee Mame: l 'I

If Address Type is Third Party or Authorized Representative

Addressee Mame: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Pa

Address Line 1: I

Address Line 2: I

City: I

State: I Ll

Zip: I
Select The Participant This Correspondence Is In Regards To

e =1
Member Name:  |LAURA BUSH 7]

[ save [ cancel |

REFER TO (INSERT HYPERLINK) CREATE CORRESPONDENCE Section
3.11.4.3 to create an additional General Use Document Cover Sheet to accompany the
FI-2032 for the client to use when returning verification, if necessary.

15. | Print and review the Rights and Responsibilities form with the recipient and obtain
signatures.
REFER TO (INSERT HY PERLINK) SEND NOTICE WORK INSTRUCTIONS in
Volume 7 Common Processes - Section 3.11.4.

16. | Authorize the AG(s) if appropriate.

17. | Issue over the counter EBT card if appropriate. Refer to the EBT policy guide for
instructions.

18. | InICES, enter TRAN: CLRC PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

Enter case notes regarding the redetermination processing (following guidelines for
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entering information into CLRC).

10.

Create an Internal Cover Sheet marked “1mage Only” to accompany any
redetermination documents submitted that must be faxed immediately to the document
center by the SEC.

For Medicaid Disability Add-a-Program A pplications/Progress Reports/Progress
Reports processed during the Redetermination interview, REFER TO (INSERT
HY PERLINK) Section 5.0 ADD A PROGRAM/AG APPLICATN KEEPS IN
OFFICE SCHEDULED APPOINTMENT.

20.

Remember to close any task enacted upon. To do so, Click on Close Task on the Task
Home page.

74 F55A - WFMS Task Home - Microsoft Internet Explorer provided by FSSA - State of Indiana &l x]
Fle Edt Wiew Favortes Tools Help | I
3 e e €N T ‘ 3
Que-©- 18 G P i @0 2 5 BB B
Addrass [i€] hitps:iis990atap1 jem local:11213/HCSSApplicationfen_US/TaskManagemenk_taskHomePage doftaskID=0000F1 4288, _o3rpu=F556_Lser_homePage.do B |k »
~ : =
% : L)
A =
ask Home Help |
Close Task Eorward Task Un-Park
Park Task Un-Reserve

Subject

1036 - State Review and Eligibility Determination - ADCR #01, FS #01, Ma C #01, Ma X #01

etails

Task 1ID: 9000071428 Status: Parked

Priority: High Deadline; 2/20/2008 18:00
Reserved By: Deb Croshy Last Assigned: 2/23/2008 10:01
Time Waorked:  00:00 Park Deadline:  2/28/2008 08:15

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction.
Task parked.

|
[&] pone I
i/ start| (1) 16M Rational Portfalio . . | £ FSSA - WFMS Task H... ] Work Instructions - SE... | ] F554 - WFMS FS5A 5u. ., | 1 untitled - Paint | O B A=Y M D@ a0 pm

21.

Log applicant in as seen in screen on CSODA by entering “X” inthe“S” (select) field.

22,

Go to CSOUU to enter thework ID of the interviewer.

23.

Assigned worker will need to note client as being seen by the entry of “Y” on CSOWL.

82




Steps

Redeter mination Scheduled In-Office (No Telephone) —Warm Transfer Not
Completed

MWAME © J0AN

HAME
INS
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8.0 Drop Box Procedures

Local Offices must adhere to the following procedures for date stamping information left in a
local office drop box from a client and/or others. This includes, but is not limited to verifications,
applications and hearing requests. This allows for a consistent procedure to follow when
processing cases and performing other duties.

1. Thedrop box should be emptied immediately every morning at a specified time of no later
than 8 A.M. and the date of receipt is considered to be the previous business day. If the drop box
is opened on Monday morning and the office was closed on the previous Friday, the receipt date
would be considered Thursday. Whatever information was left in the drop box that is emptied
immediately in the morning should have the previous business date stamped on the information.

2. If the drop box information cannot be date stamped at the time it is emptied, it shall be placed
in a container to be date stamped later in the day. A note shall be left on top of all of the drop
box information with the date that is to be stamped.

3. If thedrop box is emptied at other times later in the day after the initial time, then the date
stamp shall be that business day. If thisinformation cannot be date stamped at thetimeitis
emptied, follow instructionsin item 2.

4. No exceptions are allowed for opening the drop box late for the initia time in the morning.
It must be emptied immediately every morning at a specified time of no later than 8 A.M. to
provide a consistent receipt date of information and good customer service.

5. After the information has been appropriately date stamped, the SEC will fax to the Document
Center the received information with a Document Transfer Cover Sheet on top.

Steps | Drop Box Procedures

1 Find the application or case in WFMS and sel ect the application/case. WFM S will
display the Application or Case Home page.

REFER TO (INSERT HYPERLINK) SEARCH
Volume 7 Common Processes — Section 3.11.3

Note: If no application or case can be found in the WFMS, mail the document(s) to the
Document Center. Remember, all documents received together and/or corresponding to
one application/case must be contained in a separate envelope and the exterior of the
envelope date stamped with the received date. Separate smaller envelopes may be
placed in alarger envelope for mailing purposes to the document center.

2. From the Case Home page click on the button entitled Internal Cover Sheet to print a
Document Transfer Cover Sheet.

3. Complete and fax the “Document Transfer Cover Sheet” and all received information
from the drop box to the Document Center with the “Document Transfer Cover Sheet”
on top..

4. Return to the applicant/recipient al original documentation/information or documents
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Drop Box Procedures

specifically requested to be returned.

9.0 Voter Registration

Steps

Voter Registration

1

The Local Office Voter Registration Coordinator will act as a liaison between the
Local Office and all other internal and external parties involved in voter registration
activities.

The liaison will establish and maintain a supply of registration forms, collect
completed forms from staff and transmit them weekly to the County Clerk or County
Election Board.

The opportunity to register to vote should be offered at initial application,
recertification, and when a change of address is reported for TANF, Food Stamps,
and/or Medicaid/Hoosier Healthwise.

Complete Section M on the hard copy application prior to submitting.

Section M: Voter Registration
Would you like to register to vote? [ ]Yes []No

Checking "Yes', "No', or leaving this question blank will not affect your receipt of benefits. Check "Yes" if you would like to register to vote or
update your voter registration information. If you check "No" or do not check a box, you will be considered to have decided not to apply to
register to vote or update your voter registration information.

Registration duties include but are not limited to:

Provide voter registration formsto al individuals who wish to register
Assist individual with the completion of registration forms

Check registration forms for legibility and completeness

Document an applicant/recipient’s declination to register

Inform registrant that he/she will receive a mailing regarding his/her
registration form from the Circuit Court Clerk or Board of Registration
Collect all registration and declination forms and deliver to the Circuit Court
Clerk or Board of Registration weekly.

a. If theforms are hand delivered, the clerk or registration board shall
provide areceipt for the forms stating the date and time of delivery and
the printed name and signature of the person receiving the forms.

b. If theformsare mailed, certified mail should be used requesting areturn
receipt

SUE A

o

The Voter Registration form may also be accessed from
http://intranet.f ssa.in.gov/forms.htm
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10.0 Homeless Mail

Step

Homeless Mail

1.

For arecipient who has no fixed address, specific arrangements must be made with him

regarding the issuance of his FSSA correspondence. FSSA correspondence will be
mailed to the address specified by the recipient, such as:

The local office;

A friend or relative;

Social service agency;

Church; or

If the local officeis chosen, the FSSA correspondence will be sent to the respective
FSSA Local Office or Help Center.

A designated SEC will hold the duty of securing the mail and maintaining it in an
appropriately secured location (recall, the mail will include loaded EBT cards)
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